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If you've always thought stencil-cutting is a tedious, & 


straining job—and messy, too—then send for a sam] 





of the Sure-Rite Green Film Stencil with the Seal Taby™ 


(patents pending). Dull film, easy-on-the-eyes green and \ 
press-to-seal Red Dot Seal Tabs (no messy glue) make 
stencil cutting a pleasure! Up to 15,000 clean, sharp copies 


with one stencil, too! Write today. 


AMERICAN STENCIL MFG. CO. 


2714 Walnut St., Denver, Colo. 





OURE Bers : ™* 2 


ae : 


Now: 


eT aD ED ND SED SEP CED alee 


American Stencil Manufacturing Co 
la Walnut Se., Denver 5, Colo 


Please send free sample of the Sure-Rit 
Stencil with the new Seal Tabs, 
N ane 
iddress 
City Slate 






Green Film 














A touch of your fingertips and away you go—turning 
out beautiful work on your IBM Electric! It’s such an 
easy typewriter to use. 

Quickly, almosteffortlessly, you finish letter after letter 

.. each one uniformly clear, distinctive, impressive. 
IBM Electric typing is strikingly different. 

You save time and energy, and your company saves 
money. 


INTERNATIONAL BUSINESS MACHINES 
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IBM, Dept. TS-1 
590 Madison Avenue, New York 22, N. Y. 


Please send illustrated folders on 
IBM Electric Typewriters. 
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AVE YOU STARTED making vaca- 
H tion plans vet? Its pretty obvious 

everyone im Oul department has, 
Ask anv one of them an innocent, “Where 
are you going?” and, whether you mean 
now or an hour from now, you're sure to 
receive a detailed description of their 
vacation destination. 


Monsko, 


Emily 


our editor-in-chief’s 
efficient girl Friday (and a blonde, to 
boot got so enthused about vacations 


that she rigged up the interesting calendar 
you see on Our CcovVve;r, 

~ And what do you think of 
compliment? When we asked our editor 
what he thought of his secretary appear- 


this for a 


ing on the cover, he commented, “Not 
only a model secretary, but now a 
model |” 

In line with vacation planning and 


spec ially recommended, is our article on 
readying your desk for those who must 
stay behind. It’s on page 413. 


FROM AND TO 


THE EDITOR® 





Attention, Please 


IF YOU READ MASTHEADS on magazines 
(and we doubt that 
favorite pastimes 


this is one of your 
. vou will have noticed 


March issue of 
under the 


that, beginning with th 
Topays SECRETARY heading 
Assistant Editors, the name of Isabel B. 
Rae changed to Helen Hatemann Whit- 
Mrs. Rac has forsaken us to put 
edition 


comb 


out a neu (to be named Tessie 


and Mrs. Whit- 


if it’s a girl, we're sure 


comb has stepped admirably into her 
shoes and into our hearts here in our 
editorial offices 

Never known to be idle, however, 
Isabel Rae, during her long walks and 


resting periods, has put together an excel- 
lent article for all our vacation-minded 


secretaries She has tracked down a 
million-dollar vacation for a mere $100 
and tells you exactly how to go about 


planning for it. We invite vour attention, 
therefore, to page $109 and then wish you 
bon voyage! 


Shorthand Pen Pals 
Drar 


have expressed a desire to write shorthand 
letters to other Has 
your magazine any ideas on how they can 


Epirorn: Three of my students 


( egg 
— 


students of 


accomplish this?—(airs.) LORENE  FUL- 


BRIGHT, POPLAR BLUFI POP- 
LAR BLUFF, 

When it comes to shorthand, we always 
have plenty of ideas, and we are heartily 


in favor of using shorthand for personal 


HIGH SCHOOL, 
MISSOURI 


correspondene e among Gregg friends. The 
haven't room enough to 
publish the names of all our readers u ho 
might like letters 

Just this once we are listing the names 


and addresses of the three interested stu- 


trouble is, we 


to exe hange 
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KEE LOX TIMELY CARBON 


Fs For Those Who Need Many Copies 
lar -— 





wv G P4 o SIF s 





tor 

ar- 

‘ot 

; 20 COPIES | 
ind on a Standard Machine | 
on 

ust 


ALL 
Clear and Clean 
nm 
NOT 
A SMEAR or 
ROLLMARK 




















& 
ines Automatically collated (ready 
cod for the typewriter) the Carbon 
e of between the manifold Sheets 
ling 
1B. in Kee Lox patented Kopy 
hit- Aligner Collating Device and 
yut 
Ls Box combined. 
hit- = 
her 7 
our Very easy to use 
ver, 
and 
a WHY USE DISAGREEABLE SYSTEMS WHEN YOU CAN MAKE UP TO 20 OR MORE PERFECT COPIES 
na EASILY AND QUICKLY ON YOUR OWN TYPEWRITER? 
$100 
7 SAVE TIME, SAVE ANNOYANCE, SAVE MONEY. 
» you 
| FILL IN THE COUPON AND PROVE IT. FREE! IN YOUR OWN OFFICE. 
We will send free to any Purchasing Agent, Office Manager or Secretary, 25 Sheets of this 
Jents famous 20 Copy Carbon, your size, in a Kopy Aligner patented Collating Box. Write on your let- 
hand terhead, please. 
Has 
y can ES ee ee een 
Be ' Kee Lox Mfg. Co., Rochester 1, N.Y. Dept. KA2 
POP- \| (Il TOD \y | Please send Free Samples and Box as above to : 
| | ' ; 
lways rh 7 ’ : BE pips adcvv chan nay lbide nok acvigwhdvsnn sles dauaih abate meeds kates Tiaeaesea a aaeeaaan aan ae : 
— ; Street City State 
. The r we : We use machines, please check: : 
ch hy THAVKS ; Electric Noiseless Standard : 
ai We make ; copies at one time. : 
names : Signed Title - 
d stu- PTTTrrrrrrrteeetetetetitee eee ee TTT 
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NEW 
Under- 
the-Chin 


DYNAMIC 
HEADSETS 


Wherever lightweight headsets are 
used the new, dynamic TELEX 
DYNASET will do a better job. 
Its comfortable, under-the-chin sty]- 
ing and light weight (1.25 oz.) per- 
mit secretaries to wear it all day 
without fatigue. With more highs 
and lows of both music and speech 
its higher fidelity is the delight of 
Radio and TV monitors. When you 
use a headset use the one with 
built-in comfort. It’s ideal for: 


®@ Office Transcribing Machines 


TELEX 


DYNAMIC 
* 





@ Radio Monitering ®@ Telecasting 


@ Amateur Radio @ Record Stores @Theaters @ Phone-Order Boards 
@ Wired Music Installations © Commercial Communications @ Electronic Laboratories 






ELECTRO-ACOUSTIC DIVISION « 
ST. PAUL 1, MINNESOTA 
in Canada, Atlas Radio Corp., Toronto 


WRITE on your business letterhead for a complete TELEX Dynaset 
which will be sent to you on a 20-day Approval Pian with no obligation. 


DEPT. 
» W-16 


TELEX PARK 


“TRADEMARK STANDARD OF THE WORLD FOR QUALITY HEADSETS 








“Saue “Jime wtth 


Rete- Line’ 





THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain * Portable 


7"... 


Attachments for copying from wider sheets: 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 

















FREE TRIAL OFFER— Write asking us to send you 
o RITE-LINE COPYHOLDER with the understanding that 
you may return it without charge within ten days. 


RITE-LINE CORP, 1025- 5th Street, N. w. 


* Washington 5, D.C 


RITE-LINE copyvuHoitpDer 


404 











Many girls once beautiful, 
Are now just nervous wrecks 
Because they filed without the help 
of OXFORD PENDAFLEX! 





Oxford | 
PENDAFLEX 


HANGING FOLDERS 













FOLDERS HANG ON 


FRAME CUTS FILING 
costs 
FRAME 20% 
FITS IN OR MORE! 


FILE DRAWER 


INSTANT REFERENCE 
TO EVERY FOLDER! 





OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 
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dents: Miss Jo Ann Scott, 605 Poplar 
Street, Poplar Bluff, \isse url: \liss Betty 
Desgranges, Box 189, South Poplar Bluff, 


Missouri; Miss Dorothy Ald ric h, §26 C ole 
Poplar Bluff, Missouri. 


invite 


Avenue, 
We 


young 


these 
Of COUTSE i 


readers to write 


shorthand, 


our 
ladie s—in 


JUST CHATTER 


BY TESSIE 





Div you EVER stop to consider that sec- 
retaries = are 
“taking”? 
take 


structions, 


associated with 
; they take dicta- 
telephone messages, take in- 
Well, this 
who decided to turn the 
and get in on some 
And my big 
Bloodmobile 


as the big van rolled in, I rolled up my 


usually 
It's really true 
tion, 
and so on IS one 
tables 
, for a change. 
the 


offices. 


secretary 
giving 
( hanc ( 


can dav the 


visited our As soon 


sleeve and offered a skinny arm for the 
cause. The result: no pain, no suffering, 
| but plenty of joy from giving. So if vou 
want to be a secretary who can give as 
well as take and be the pal that I know 
you are, contact your local Red Cross, 
quick like a bunny, and set the date for a 


| voting age 
| parents’ 








happy ¢ xperience. 
But remember, if you haven't reached 


as vet, you must have your 
And if your 
blood is not acce pted, remember that it’s 
flowing through 


heart! 


written permission, 


a person with a terrific 


Wuite I’m In this patriotic mood, I do 


want to tell you of another way vou can 


be of service to your country. This is a 
lot harder than giving a pint of blood, 
but it may be to your liking. 

First of all, if you're not single and 
between the ages of .21 and 35, vou 
needn't bother reading the rest of this. 


If vou do fit into this cate; gory, however, 
and you like to travel, I'll give it to vou 
straight: Secretaries are de sperate ly need- 
ed in Rangoon, Saigon, Manila, and 
Elizabeth Toomey, United Press 
staff writer, situation in 


the Neu 


Says that the 


Formosa. 
in re porting g the 
York World-Telegram and Sun, 
Mutual Security 
place the best economist in one of these 
posts, but that he can’t get the work out 
if he doesn’t have a secretary. 

The girls that go to these far- 
places live in nice hotels owned by the 
Government and, 


Agency can 


away 


in their leisure time, 


can 
still enjoy swimming, baseball, softball, 
tennis, badminton, horseback riding, and 
golf. Movies and night clubs are also 


located in the vicinity. If you should be 
fearful of the unsettled conditions in that 
part of the world right now, though, the 
Mutual Security Agency comes back with, 
“In Korea, when the war broke 
out.” So, if 


out, we 


got every one of our girls 
vouw’re looking for adventure and a good 
job, and want to be of service to yout 


country, drop a line to: New York State 
E mployment Service, 1 East 19th Street, 
New York, New York. And drop me a line 
I'll want to brag about you! 


too, because 
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and thousands like her prefer the Remington 





aay Elbclu- Cononiy- : 


» Today, American Manufacturers | 
“3 realize that it takes peak 




























a4 output in each office to 
ie achieve peak production in 
on each plant. That's why top 
7 secretaries like Thomas J. 

ic 
<. Lipton's Miss Manoff go for 
ou the speed and effortless 
= typing of the Remington 

yw 
a Electri-conomy —- those 15 
ra or more clear carbons at a 

single typing -—- this hand- 
1e¢ Bp rcntiiee oA 

a some “Executype" for letters 
yur of true distinction that | 
oy will be signed with pride -- 
1c 

. and that glorious "alive- 

at-five" feeling because 

do electricity does the work, 
can 
sa 
od, 
and 
you 
his. 
ver, 
you 

ed- 
and 
ress 
mn mn 
Sun, 

can 2 
hese : 

out ee 

- 

way i 

the ; 
can 
ball, 

_ Top Secretary FRANCES MANOFF, 

alse 


d be Secretary to R. B. Smallwood, President, 
Thomas J Lipton Inc., says: “If you’re 
looking for an electric typewriter that 
really makes each day’s typing easier, 


that 
. the 








with, faster, better — and turns out the most 
t, we beautiful correspondence and reports ever 
0. if —let me highly recommend the new 
good Remington Electri-conomy!”’ 
your 
State 
treet, THE FIRST NAME in ‘*tYP BCR ILSeRS 
a line 
you! Latest in a series featuring Top Secretary in American Business Firms. . . including, among others, the Hoover Company, John Hancock Mutual Life Insurance Co.. and Westinghouse Electric Corporation 
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ERASERSTIK 






the new trend 


has twe VICUL 
7077 and 






If you are among the 
thousands of Secretaries 
and Typists who use 
EraserStik, you know 
that it is the modern and 
better method for erasing 
errors in typewriting, 
pencil and ink. 


But you may not yet have 
had the opportunity to 
use the new members of 
the EraserStik family 
7077 and 70778 (with 
brush). 


These new blue-polished 
beauties are ideal for keep- 
ing your carbon copies 
clean. It removes carbon 
smudges and pencil marks 
like magic. 

When an executive calls 
for a carbon of a letter, 
he doesn't appreciate 
staring at a ‘‘tree’’ 
marked and smudged 
copy. Use EraserStik 7077 
or 7077B for all around 
typewriting cleanliness 
and efficiency. Order from 
your Dealer today. 
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Gly GOES 





E’VE BEEN com- 

pany-wide drive 

this month. Throw out those old 
papers, clean out that ancient file, wade 
through this, straighten that, and clean, 
clean, CLEAN! I feel all in after my ef- 
forts, but I must say that our office is a 
lot more beautiful as a result. Of course, 
I probably won't be able to find anything 
for weeks—but it does look pretty. 

One of the new beautifiers that has 
sprouted up after the clean-up campaign 
is a pretty green plastic in-and-out box 
in an office down the hall. I found out 
that these attractive correspondence 
trays are available in a number of colors 
in either standard or legal size. They 


HAVING a 


house-cleaning 





can be used singly, or tiered as shown. 
Bert M. Morris Company, Los Angeles 
36, is the manufacturer; and prices are 
$2.75 for standard size and $3 for 
legal size. A set of assembly pins to 
make tiers is 60 cents. ; 


7o OTHER DAY I got a meaningful 
gift from Mother—a box of writing 
paper. (Mother is subtle, that way!) I 
was very glad to get the paper, though 
—it’s Eaton’s Quotes, letter paper and 
matching notes, decorated with cute 
little sketches in a friendship motif. Three 
friendship designs are packaged to the 
box, and the price on the back—Mother’s 
one great failing is forgetting to remove 
prices from the gifts she gives—is $1.50. 


] SAW SOMETHING in B. Altman’s I know 

she'll like, for Mother’s Day. Mother 
has the trimmest pair of legs ever, and 
she likes to make the most of them with 
attractive stockings. I'm getting her a 
box of really “luscious” ones, that come 
with an exotic plus. The stockings are 
put out by Lanvin, the perfume people, 
and come two to a box, with a flacon of 
perfume in the scent that matches the 
shade name. Lanvin’s Arpege has always 
been one of Mother’s favorite perfumes, 
so now I can combine her two favorites 
in one gift! The price is $3.90, and the 
stockings are wispy but durable — 60 


TODAY’S SECRETARY e May, 1952 


guage, 15 denier. They come in_ pro- 
portioned lengths, in five shades (and 
scents). Completely nonreinforced, slim- 
seam stvles and colored-heel-and-seam 
styles are $5 a box. Most department 


stores carry them. 


NOTHER Goop Girt for perfume-loving 

moms is the new Purse-Trio put out 
by Parfums Corday. It comes in a sleek 
grey and gold suede box and contains 
three Corday eaux de toilette fragrances 
and a. golden purse-case into which any 
of the three bottles will fit. Its price is 
just $2.50. 


F YOU WANT some good little equipment 

for your vacation travels — and _ for 
yvour desk before you go—vyou'll be in- 
terested in Lavista Sponges and Dorin 
Soap* Leaves. The “sponges” are small 
disks, the size of a quarter, that expand 
to a full-sized wash cloth when dunked. 
They dry quickly and so can be used 
many times, or, for travel convenience, 
can be easily disposed of. A ten-disk 
package is $1.00. 

The Dorin soap leaves are beautifully 
scented, soap-coated pages that are easily 
torn from a handy folder. Use them just 
as you would a piece of soap and then 
throw them 


away. 


The soap is super 





gentle. A single book costs only 25 cents; 
two books, with a leatherette case, as 
pictured, are 75 cents. Both are manu- 
factured by Mauvel, Ltd., 120 West 
42nd Street, New York. 


COSMETICS, we've had 
news that this certainly 
ought to be a beautiful spring for every 
girl! Coty has come out with a wonder- 
ful liquid tinted make-up base to give 
you a sheer, translucent glow. It’s called 
Instant Beauty and sells for $1.10 in 
a made-for-traveling, unbreakable plastic 
bottle. In the lipstick news, pink seems 
to be the favorite for spring. Some of 
the newest pinks to pick from are Peggy 
Sage’s Proud Beauty; Strike Me Pink, by 
Cutex; Cherry Pie Pink, by Dermetics; 


N THE WAY OF 
so much 
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SHOPPING 





and Pink Fare, by Helena Rubinstein. 
Also new is Harriet Hubbard Ayer’s Mint 
Red — just right with spring navy, and 
favored with a tangy peppermint that 
makes it taste as refreshing as it looks. 


| IKE THE NEAT LITTLE FLATS shown 
4 below? I fell in love with them the 


ther day and couldn't resist doing a | 





bit of my vacation shopping ahead of 
ume. They re Hayhill of London shoes, 
i new line of British casuals made on 
American lasts to give all the comfort 
f American styling. They are called 
the Westminster and come in navy calf 
with red trim (like mine), navy suede 
with navy calf trim, or tan calf with 
dark-green trim. The price is $12.95, 
ind they are sold in New York at Lord 
& laylor’s. Write Johansen Brothers 


Shoe Company, 3642 Lax lede Avenue, St. | 


Louis, for stores near you. 


[ort you LOVE to spark up your | 


warm-weather. outfits with white 


P) 


touches? The new Coro jewelry shown 


here is a real budget tempter—though | 
not a budget buster. The white enamel | 


beads caged in gold spirals are $1 for 
bracelet or earrings and $2 for a single- 
strand choker. Our model used two 





chokers together. If your jeweler doesn’t 
carry them, write Coro, Inc., 47 West 
34th Street, New York. 





GIRLS! 


why dig for 
typewriter 
paper? 








why lift the box top 
--eand “pinch” 
the sheets out? 














IYPEWRITER 


AND 


BOXED PARERS 


ee e-when EAGLE-A' s 
"Hinge-Top”" box 
lets you slide out 





the sheets you need! 


EAGLE-A 












Exclusive feature... with 
these fine boxed papers: 


EAGLE-A COUPON: 
BOND (100% Rag Extra No. One) 


EAGLE-A AGAWAM: 
BOND, ONION SKIN (100% Rag) 


EAGLE-A CONTRACT: 
BOND (75% Rag) 


EAGLE-A ACCEPTANCE: 
BOND (50% Rag) 


EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rag) 


EAGLE-A QUALITY: 
BOND, MANIFOLD (No. One Sulphite) 


EAGLE-A |@)\ BOXED TYPEWRITER PAPERS 


APERS 
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Why not graduate to a better-paying job? 
Get a Royal Portable for home practice! 


Step up word speed... cut errors way down... 
Learn faster and easier, and improve your chances 


for a better-paying job at graduation! 


Get a Royal Portable now—the standard type- 
writer in portable size—-keyboard, controls, and 
touch of the Royal Portable are just like the pre- 


ferred Royal office machine. 





All these features, too! Right 
nd Left “Magic” Margin 
Speed-King Keyboard and 
high-speed key action 
Finger-Flow Keys of non 


lure plastic. .. Finger Com 


fort Carriage Controls 

“Touch Control”... Adjust 
able Paper Support... Large 
Cylinder Knobs . , . Rapid 
Ribbon Changer... Paper 
Lock Scale... Picture Win 


dow Writing line visibility 
and full 9-incii writing line. 


Convenient Contour Case. 


TODAY'S SECRETARY 


Terms as low as 
$1.25 a week. 
Ask your Royal 
dealer about 
liberal trade-in 
allowance. 


Surveys show that girls who type prefer Royal 
2% to 1 over any other make. 

Remember! Royal Portable has exclusive “Magic” 
Margin, the simplest device yet devised for auto- 
matically setting both left and right margins. 

Only Royal gives vou a choice of colors. You may 
have Gray or Tan. 


OYAL World’s No. I Portable 


The 
Easiest-Writing 
Portable 
Ever Built! 


Mayiec and ‘‘Touch Control’’ 
are reyistered trade-marks of 
Royal Typewriter Compar Ine 


@ May, 1952 











-~v 


FORMERLY GREGG WRITER 
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S YOU BEGIN TO PLAN your summer vacation, 
A vou ll think of a hundred places you'd like to go 
You wont have enough money, probably, to see the 
Taj Mahal or the French Riviera; but, if you have 
put aside only $100, you have enough for a memor- 
able vacation in one of the nation’s favorite resorts 

\s a guide to vacation planners, Topay’s SECRETARY 
offers nine typical examples of where you can go from 
your home and how you can do it for $100. Note that 
the budgets include transportation both ways. ac- 
commodations meals. and enough spending money 


to give you a little feeling of luxury. 


distance from one of the vacation spots described 
\ few such equi-distant cities are noted in paren 
theses; fares apply only to the first-mentioned city 


however. 


\s YoU READ our vacation suggestions, keep in mind 
this general information about all of them: 


Accommodations. Our figures are based on one 





= Anis SREY = Se 


Even if vou don't live in one of the cities weve 


selected. you probably live approximately the same 
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Mount Rainier from C hinook Highway 


YOUR MILLION -DOLLAR VACATION ror S100 


by Isabel B. Rae 


person in a room, unless otherwise stated. Rates are 
usually lowet you will find when two girls share a 
room. Prices quoted are subject to change, but will 
prevail in most cases. 

Reservations and Information. Secure reserva- 
tions well in advance. Anv travel agency mm vour city 
will give vou hotel rates and will make vour reservation 
without charge. If the vacation spot vou have chosen 
is not listed with a travel agency, write for rate 
schedules and then make reservations direct with the 
hotel of vour choice 

Plan to write ahead for ge neral information about 
the place you want to visit. Your vacation will mean 
more to vou if vou know something of the history 
and the points of interest. Except for national parks 
address the chamber of commerce in or near the 
area. National parks supply information direct 

Transportation. We chose bus transportation be- 
cause it is economical and direct, and you see the 
countryside as you travel. Transportation figures we 
quote are round-trip fares by Greyhound Bus Lines 


and include 15 per cent Federal tax. 























Lobster pots at Rockport, Maine 


If you live in PITTSBURGH, PENN- 
SYLVANIA (or Detroit or Washing- 
ton, D. C.), you can vacation in ROCK- 
PORT, MAINE 


THE WILD AND ROCKY COAST of Maine 
softens in the southern part of the state, 
and find fragrant 
covered hills “against whose feet doth 


there you spruce- 
beat the sea.” as Captain John Smith 
wrote in 1614. The sunny town of Rock- 
port lies along this peaceful coast, as 
pretty a place as you could find to spend 
those lazy days of your vacation. 

Want to 
in the ocean, and swimming five miles 
inland at a lake. Want to 
boat ? sailing, canoeing, and 
rowing: tall-masted schooners 


swim? There’s swimming 
mountain 
There’s 

and 
leave daily on sight-seeing cruises. 
Want to fish or hike? The lake fishing 


is good, and wonderful mountain trails 


wind up from the sea. From August 10 
to August 19, the Camden Garden 
Theatre nearby holds its annual outdoor 
Shakespearean Festival. At night you'll 
probably dine on fresh Maine lobster 
and go barn dancing right in town. 

Several inns and hotels operate on the 
American plan, and a reom with all 
meals can be obtained for $7 a day, 
See vour travel agency or write to the 
Camden-Rockport Chamber of Com. 
merce, 14 Washington Street, Camden, 
Maine. 

Bupcet For 8-Day VACATION 

(including two days’ travel time) 


Hotel accommodations $42.00 
(room and all meals) 

Round-trip bus fare 37.26 
(Pittsburgh to 
Rockport) 

Incidentals 20.74 


Total $100.00 
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Lmm, that scrumptious Creole cooking 


If you live in DALLAS, TEXAS (or 


Atlanta, Georgia; Nashville, Tennessee; ° 


Springfield, Missouri), you can vaca- 


tion in NEW ORLEANS, LOUISIANA 


New ORLEANS IS KNOWN for its Oys- 
Rockefeller, its 
Lake Ponchartrain, its Dixie- 
land jazz, its stately mansions, its Mis- 


ters French Quarter, 


its blue 
sissippi steamboats, and its fragrant 
jasmine, magnolia, and mimosa. It’s a 
city steeped in history and romance. 
You'll explore its narrow streets un- 
der grillwork balconies, its waterfront, 
its beaches. and its parks; but mostly 
you ll look for its famous restaurants, 
fine art— 
The 
moderately priced 
You'll dine on 
oysters and gumbo and crayfish: on soft- 


Creole cooking is a 
dish a 


where 


every masterpiece. most 


famous dishes are 
at many restaurants. 


shelled turtles, finely seasoned and ex- 


quisitely sauced; on baby squab stuffed 
with foie Omelette 
Historiée a la Julius Caesar en Suprise. 


pate de gras; on 

Hotel accommodations are offered for 
a limit of five days. and average $6 a 
night for a single room. Travel agencies 
do not handle New Orleans hotels. Con- 
sult the Hotel Red Book, available in 
most libraries. for names and rates of 
hotels, and write direct for reservations, 

Summer days and evenings are hot, 
so vou'll need cool dresses. a bathing 


suit for swimming, and clothes for ten- 
nis or golf, both offered in city parks. 
BupcetT For 7-Day VACATION 
(including two days’ travel time) 
Hotel room $30.00 
Food 25.00 


Round-trip bus fare 








The magnificence of the Capitol 


TODAY'S SECRETARY e 


If you live in KNOXVILLE, TENNES.- 
SEE (or Charleston, South Carolina; 
Toledo, Ohio; Burlington, Vermont; 
or Ottawa, Canada), you can vacation 


in WASHINGTON, D. C. 


Enter Wasuineton. D.C.. from any 
direction, and the first sight to greet 
you is the towering marble dome of the 
United States Capitol building, framed 
in trees and bright in the summer sun. 
It is a memorable picture. 

Besides the Capitol building, where 
the U.S. Senate and House of Repre- 
sentatives meet, other favorite land- 
marks include the imposing Library of 
Congress, which guards the original 
parchments of the Declaration of In- 
dependence and the Constitution; the 
White House, home of the presidents; 
the Pentagon, largest office building in 
the world; the Lincoln Memorial; and. 


May, 1952 


(Dallas to New Orleans) 
Incidentals 23.78 
Total $100.00 
a few miles away, Mount Vernon, 


George Washington’s beautiful home. 
If time permits, Rock Creek Park in 
the northwest part of the city offers 
golf, tennis, and horseback riding; and 
the American Youth Hostels, also in the 
city, have biking, hiking, and dancing. 
Washington is hot, so take cool, smart 
city clothes (and if they’re washable, 
fine). Hotels are plentiful, rooms about 
$3.50 a 
through your travel agency; or consult 
the Hotel Red Book in your library, 
for rates. and make reservations direct. 
Bupcet FoR 9-Day VACATION 
(including two days’ travel time) 


night. Secure’ reservations 


Accommodations $24.50 
Meals 28.00 
Round-trip bus fare 22.37 
(Knoxville to Washington) 
Incidentals 25.13 
Total $100.00 
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If you live in RICHMOND, VIRGINIA 
(or Clarksburg, West Virginia; Colum- 
bus, Ohio; Bangor, Maine), you can 
vacation in THE POCONOS 


IN NORTHEASTERN PENNSYLVANIA lie 
the lovely Pocono Mountains. cool and 
shaded in the 
of the 


summertime, and full 
fresh smell of the laurel that 
lakes 


sparkle and ripple under gentle moun- 


blooms in June. Streams and 
tain breezes. 
resort 


looking 


for fun and recreation, and plenty of 


The Poconos are a_ favorite 


for young vacationers who are 


it. One of the many lodges built among 
the pines, lists, for example, the sports 
and attractions that it offers as tennis, 
Ping-pong, swimming in its pool, sad- 
dle horses, shuffleboard, bicycles, cro- 


lake, 


roasts. dancing 


quet, archery, private boating. 


fishing. hiking, wiener 


and square hayrides. 
Look tor good food in Eastern Penn- 
sylvania, too. Peopled by descendants 


of the early Pennsylvania Dutch settlers. 


dancing, and 


the counties around here are famous 
for such dishes as scrapple, schnitz- 
und-knepp, snapper soup, shoofly pie. 
planked shad, and home-baked beans. 
(\merican-plan rates at resort hotels 
average $60 a week, and you must 
make reservations early. See your travel 
bureau or write the Pocono Mountains 
Vacation Bureau, Stroudsburg, Penn- 
sylvania, for information about resorts. 
Bupcer For 9-Day VACATION 


(Including two days’ travel time) 


Hotel accommodations $60.00 
(room and all meals) 

Round-trip bus fare 17.02 
(Richmond to Cresco, Pa.) 

Incidentals 22.98 


Total $100.00 


Eagles Mere Lake in the Poconos 








| — 


If you live in CINCINNATI, OHIO (or 
Terre Haute, Indiana; Cedar Rapids, 
lowa; Minneapolis, Minnesota), you 


can vacation at MACKINAC ISLAND 


Mackinac IsLanp isn’t quite two miles 
wide, and it is less than three miles 
from north to south. Even on a large 
map you may not find it, way up there 
between the waters of Lake Michigan 
and Lake Huron, in the Straits of Mack- 
inac. Small as it is. however, Mackinac 
Island is quaint and charming, and it 
is a very popular vacation spot. 

Phe natives pronounce it Mack-in-AW 
Island, and they are proud of the fact 
that no automobiles are permitted there. 
Instead, people get around by foot, by 
bievele, or in one of the horsedrawn 
arriages for which the Island is famous. 

You may find that this is the “isle 


your dreams.” Sun, sand, and blue 


water make the swimming ideal. Tennis. 
golf. saddle 
offered. Day-long cruises on lake steam- 


horses, and boating are 
ers are fun; and at night, back at your 
own hotel, there’s dancing. The Island 
is rich in history, with many landmarks 
of British occupancy still remaining. 

Most hotel rates are based on a room 
without meals; single rooms average 
$3.50 a day. For details, see your travel 
agent or write Mackinac Island Infor 
mation Bureau. Mackinae Island, Mich 
igan. 

Bupcer FoR 9-Day Vacation 

(including two days’ travel time) 


Hotel accommodations $24.50 
Meals 24.50 
Round-trip bus fare 29.33 
(Cincinnati to Mack- 
inaw City) 
Incidentals 21.67 


Total £100.00 


Taxis in the Mackinae tradition 
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If you live in BOISE, IDAHO (or Eu- 
gene, Oregon; San Diego, California; 
Phoenix, Arizona), you can vacation in 


YOSEMITE NATIONAL PARK 


SOME PEOPLE say the beauty of Yosem- 
ite is indescribable: the granite cliffs. 
the waterfalls, the glaciers, the flowered 
meadows, the lakes. the giant 
Certainly it is one of the most beautiful 
of the National Parks, and a perfect 
spot for a vacation. 


trees. 


You can swim in outdoor pools or 
in the sparkling Merced River. If you 
like to fish, there’s fishing. Bicycling. 
hiking, and sad- 
dle trips are all offered. 

\ cabin for two rents for $7.50 a day 
per person. including all meals. For in- 
formation and reservations, 
Park and Curry Company. 


Yosemite National Park. California. 


Motor tours, dancing, 


write 
Yosemite 


Bupcet For 8-Day VACATION 
(including two days’ travel time) 


Accommodations $45.00 
(cabin and all meals) 

Round-trip bus fare 38.24 
(Boise to Yosemite) 

Incidentals 16.76 


Total $100.00 
If vou have an extra $15 and want 
to spend your whole time in Yosemite 


hiking, the Park 


hiking trip conducted by an experienced 


sponsors a_ six-day 


naturalist-guide. Parties leave Yosemite 


Vallev each Tuesday. and hike leisurely 


through the surrounding mountains, 
staving at High Sierra camps at night. 
The trip itself is $19.75, which includes 


Meals are 


about $7 for two 


sleeping accommodations. 
Allow 


nights in a hotel in Yosemite Valley— 


about $35. 


the night before you leave on the hike 
and the night you return. 
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The gorgeous expanse of Yosemite 
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A better view at every turn 


If you live in WICHITA, KANSAS (or 
Omaha, Nebraska; Santa Fe, New Mex- 
ico; Miles City, Montana), you can 
vacation in ROCKY MOUNTAIN NA- 
TIONAL PARK, COLORADO 


Tue Great Rockies march majesti- 
cally from Canada down through Texas 
—high, wild, beautiful. In the 
midst of this impressive range, just 
northwest of Denver, lies Rocky Moun- 
tain National Park. 

Sixty-five craggy. snow-capped moun- 
tains loom up to meet the visitor here, 
and blue alpine lakes and _ plunging 
streams are abundant. Hiking is good. 
whether aim for the 14.255-foot 
summit of Longs Peak. or choose a more 


and 


you 


modest trail. Horses and camp supplies 


may be rented at most hotels, lodges. 


and camps. Swimming is excellent—for 


those who like it cold and nowhere 


is the trout fishing better. The Park has 
many moderately priced resort hotels, 
most of which offer their guests a gay 
social whirl—Western square dancing, 
chuck-wagon suppers, pack trips, piec- 
nics. movies, and moonlight steak fries, 

Hotel accommodations for 
about $7 a 


Public 


also 


one are 


day for room and meals, 


and cabins are 


Make 
travel write 
the Estes Park Chamber of Commerce. 
Estes Park, 
tion packet. 

Bupcet ror 10-Day VACATION 

(including two days’ travel time) 


campgrounds 
available. 
through 


reservations 


your agency or 


Colorado, for their vaca- 


Hotel accommodations $56.00 
(room and all meals) 

Round-trip bus fare 20.4] 
(Wichita to Estes Park) 

Incidentals 23.59 


Total $100.00 
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Old Faithful never ceases to amaze 


If you live in PIERRE, SOUTH DA. 
KOTA (or Colorado; Ely, 
Nevada; Spokane, Washington), you 
can vacation in YELLOWSTONE NA- 
TIONAL PARK, WYOMING 


Denver, 


OvER A HUNDRED YEARS AGO, a pio- 
neer discovered the geysers in northern 
Wyoming. When he described the boil- 
ing waters, people refused to believe 
him. Today, these silvery geysers are 
a part of Yellowstone National Park; 
and Americans, still disbelieving. come 
each year to see for themselves. 

Old Faithful, for example, spouts 
skyward 250.000 gallons of water every 
seventy The Park contains 
many other geysers; and throughout it 
are spectacular waterfalls, one nearly 
twice as high as Niagrara. Wildlife is 
abundant: fishing is good: the bridle 
paths and foot trails are scenic. Speed- 


minutes. 


boats. saddle horses, and museums are 
added attractions. 

The Park maintains three spacious, 
hotels. 


without bath, is priced at $9 a day per 


rustic where a room for two, 


person, including all meals. There is a 
limit of The 


food is fine, there’s dancing every night, 


five nights’ occupancy. 
and the people you meet are congenial, 


Public 


cabins are 


campgrounds, and 
also available. Request all 
reservations well in advance by writing 
the Yellowstone Park Company, Yellow- 
stone Park, Wyoming. 
Bupcet FoR 7-Day VACATION 
(including two days’ travel time) 


cottages, 


Hotel accommodations $45.00 
(room and all meals) 

Round-trip bus fare 35.65 
(Pierre to Yellowstone) 

Incidentals 19.35 

Total $100.00 








Lake McDonald is sure to be cool 





If you live in SEATTLE, WASHING. 
TON (or Portland, Oregon; Williston, 
North Dakota; Pocatello, Idaho), you 
can vacation in GLACIER NATIONAL 
PARK, MONTANA 


IF you 
vacation, try 


WANT TO BE LAZY on 
National 
passenger launches tour the 
lakes, and the ma- 
jestic scenery from a deck chair. Mo- 
tor coaches, open-topped, take you in 
comfort from glistening glaciers to al- 
pine meadows. Out of the window, you'll 
spot a mountain goat occasionally, “way 
up there.” 


your 
Glacier Park. 
There 


mountain you see 


Of course, if you want to be active 
(and you probably will. once you get 
there), the Park offers 1,000 miles of 
trails for hiking or horseback, probably 
the best way to see the grandeur of the 
Lake McDonald, at the 


area. western 
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entrance to the Park, invites swimming. 
Rocky Mountain trout make the lakes 
and streams a paradise for fishermen. 
Rowboats are available at low rentals. 
For evening entertainment. the hotels 
provide informal talks by 
rangers, open fires in the lobbies. 
Hotel 
day, all meals included. for two sharing 
a room without bath. Until June 1, 


dancing, 


rates are $9.25 a person per 


write 


for information and_ reservations to 
Glacier Park Company at 1310 Great 
Northern Building, St. Paul 1. Minne- 


After June 1, write the Company 
at Glacier Park Station, Montana. 
Bupcet ror 8-Day VACATION 


sota. 


Accommodations $55.50 
(room and all meals) 

Round-trip bus fare 27.89 
(Seattle to Glacier) 

Incidentals 16.61 


Total $100.00 
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71TH STARS in your eyes 
and an extra two weeks’ 
pay coming in your next pay en- 
velope, youre busy making plans 
for your trip to Bermuda or some 
other dream place for the best 
vacation youve ever had! But be- 
fore you close your desk and dash 
off, that wonderful Friday, there 
are a few things you'd better at- 
tend to. 

The companys business won't 
stop while you're away, and it is up 
to you to leave your regular share 
of the work in capable hands, with 
full information as to all the what's, 
who's, where's, when's, how’s, and 
why's, as they say in the news- 
paper business. 


LIKE A GOOD REPORTER, you want 
to tell the complete story of your 
job to smooth the way of your asso- 
ciates in handling your work while 
they go ahead with their own rou- 
tine. It will be easier for them; and, 
when you get back, you will find 
that you have made it easier for 
yourself, too. Your desk is less like- 
ly to be loaded with numerous jobs 
and problems that only you can 
handle. (Incidentally, when vou 
are promoted, the following sug- 
gestions will hold for handing 
over your job to a permanent suc- 
cessor as well as to a temporary 
substitute. ) 


Finish All You Can. Clean up 
every bit of work possible. Then 
your conscience can ride free be- 
cause, vacation or no vacation, this 
is your job. Begin this cleanup at 
least two weeks in advance, getting 
as many outstanding questions or 
pending matters settled as you can. 


Outline Routine Business. For 
at least a month previous, keep a 
running list of your routine ac- 
tivities, including those so obvious 
to vou that you might otherwise 
forget to mention them to your 
substitute. In a well-staffed office, 
you may be able to portion out 
some of your lesser duties to others 
than the actual substitute at your 
desk, who probably has plenty of 
her own work to do. But one 
person should know your whole 
story and be responsible for get- 
ting the work done. Show your 
substitute, then: 

1. How many carbons to make 
of letters, memos, and reports—and 
how to disburse them. What forms 
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JUST 
BEFORE 
YOUR 
VACATION 


by Frances Avery Faunce 


to use; what special economies you 
practice. 

2. Where you keep keys; and 
where and how you keep petty 
cash. 

3. How to make quick use of 
vour telephone list and when you 
can reach certain people of most 
importance to your boss, 

4. What your index of most fre- 
quently 
cludes. 

5. How to make use of your files. 


addressed people _ in- 


including the keeping of personal 
or confidential matters. 

6. Where to keep incoming cor- 
respondence and carbons of out- 
going matters you want to see on 
vour return, to “catch up with the 
works.” 
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Note the Expected. Prepare your 
substitute for everything you know 
will or may happen: 

1. Go over your desk calendar 
and your employer's pad, pointing 
out what to remind him about— 
such as an evenings appointment 
or an early-morning engagement. 

2. List and explain periodic 
duties, such as sending out notices 
of directors meetings, reminding 
your boss to send his monthly 
check to his son. 

3. Go over pending or tickler file; 
show how you use it, what is now 
in the mill and when and how to 
follow through. For example, your 
substitute may need to watch for 
a report coming from Buffalo, 
which must be mimeographed and 
sent to the local and branch offices. 


Mention the Expected. Cover 
the nature of contingencies that are 
likely to arise. Mr. Richard Fernald 
may come in without advance ap- 
pointment, but the boss will always 
see him and doesn't like to keep 
him waiting. Your boss's wife sel- 
dom telephones; when she does, 
she is nice about letting you call 
her back when her husband is 
free. Because he may be called 
away suddenly on business, show 
your substitute your check list of 
what to do for travel and hotel 
reservations, how to get money for 
expenditures, what to pack for him 
to take, whom to refer to while 
he is away. 


Describe What Your’ Boss 
Likes. Go over his desk, with your 
substitute, showing where and how 
he likes supplies kept, where to 
put incoming mail, mail ready to 
be signed, matters for urgent at- 
tention. Tell her about his special 
habits—that he often puts impor- 
tant papers in his coat pocket and 
then expects his secretary to find 
them in the files; that he may sud- 
denly buzz for her to listen in at 
her desk phone to take down a 
long-distance conversation — ver- 
batim and then confirm the details 
in writing. Let her know what kinds 
of things annoy him and what 
makes his day run smoothly. 


BERMUDA SKIFS Or any vacation 
skies will be sunnier and_ bluer 
when you know you have left 
smooth sailing for those who re- 
main on duty! 
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There’s more than glamorous atmosphere concerned 
with a cowboy-boot factory. It takes a lot of invoices, 
typing, and dictation to keep up with the business. 
And Carolyn’s busy boss, who is head of the 
company, always has plenty to keep her hopping. 


the COWBOY 






VOWBOYS MAY BE CHANGING from. broncos 
C to Buicks and from campfires to TV. sets, but 
Carolyn Burns will vouch that there's one bit of old 
Western tradition they havent forsaken—high-heeled 
cowboy boots. Carolyn should know, for she's secre- 
tary to Mr. Earl Justin, head of the Justin Boot Manu- 
facturing Company, famous throughout the West 
for its top-quality cowboy boots. 

Typing letters behind her desk at the entrance to 
the companys office, Carolyn is the modern touch 
in a big business that retains all the flavor and color 
of the West of 1878, when the company’s founder, 
H. J. Justin, first arrived in Texas. He had with him 
only a quarter, enough leather for a pair of cowboy 
boots, and his skill as a shoemaker; but, from = such 
an inauspicious beginning, he built up a business that 


ships its boots to all parts of the world. 


WHEN CAROLYN WAS STUDYING at Spencer Business 
College back in Baton Rouge, Louisiana, she had no 
thought of ever being concerned with the shorthand 
outlines for such things as cowboy boots, crimped 
lasts, and all the other accouterments of the boot- 
making business. But, a short time after graduation, 
she decided to find out for herself what all those 
Texans are boasting about; so she came to Fort Worth 
to visit friends and look for work. When the employ- 


ment agency at which she applied told her of an 
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Carolyn holds one of Justin’s handsome 
ornamental, hand-tooled cowboy boots 

from the line-up waiting to be delivered 
to dealers all over the world, 


BOOTS 


opening in a cowboy-boot factory, Carolyn was fas- 
cinated at the thought of working in such a colortul 
Texan industry. 

Now, cowboy boots mean purchase orders, in 
voices, letters, filing, and many other duties to Caro- 
lvn; but she will tell you its a lot of fun to work with 
such an interesting product. Justin's makes all kinds 
of boots, from small-fry boots for make-believe cow 
bo Be and fancy hand-tooled boots tor square dancers 
and vacationing dudes, to tough, sturdy boots for 


hard-working cowhands. 


IN MANY RESPECTS Carolyns duties are quite similar 
to those of any other secretary. “But I've one un- 
usual job I particularly like,” she says enthusiastically. 
“Im ‘music selector for the company.” Being music 
selector involves picking out the records that will be 
plaved throughout the offices and factory during cer- 
tain periods of the day. And Carolyn is especially 
well suited for this job, for she really knows her 
popular music. She is an avid dancer, and she smiles 
dreamily as she extols the melodic virtues of her 
favorites, Billy Eckstein and the Ink Spots. 

\luch as Carolyn likes the colorful surroundings of 
boots and bootmaking, she confesses that she doesn't 
own a pair of cowboy boots herself. “They just 
wouldn't go with my Louisiana accent at all,” she 


drawls in her soft voice, smiling broadly. 
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Boots to the right of her, boots to the left. 






Carolyn likes the Western 
flavor of the knotty pine walls, 
longhorns, and cowboy boots 
that brighten up her nook 

at the entrance to the office. 


If the workers at Justin’s have request numbers 
among the music that is played on the company’s 
Operadio record player, Carolyn is the 

girl they see, for it’s her job to select 

the music that is played throughout the plant. 





Early in the morning Carolyn Burns checks delivery 


orders with Leo Gary before he starts out from 
the Justin factory in Fort Worth, Texas, 

to deliver a shipment of the company’s finest 
in his “cowhand” decorated truck. 
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SOLVING YOUR 
SHORTHAND PUZZLES 


by A. E. Klein, Ph.D. 


F YOU ARE having trouble read- 

ing back your shorthand notes, 
perhaps youve wondered appre- 
hensively how you will fare when 
you go to apply for that special job. 
Who is going to help you read your 
notes when you are tested during 
the interview, and later on when 
youre trying to make good on the 
job? Who will help you decipher 
that scrawly outline? Who is going 
to stop you from making ridiculous 
substitutions? Only you yourself 
can do this, and there is no better 
time than now to learn the tricks 
of the trade that will help you 
avoid or solve such problems. 

If, as you read your notes, you 
find a queer-looking outline, do you 
stop immediately to ponder what 
on earth it could be? Don’t—be- 
cause, if you do, you'll find yourself 
wasting valuable time. Instead, 
read a little further, allowing the 
meaning of the sentence to help 
vou, and you will probably discover 
you can easily identify the word. 


THIS TYPE OF STUMBLING BLOCK may 
occur even when the outline is per- 
fectly written. More often, how- 
ever, the trouble is due to distor- 
tion. We can't always write every 
outline perfectly, no matter how 
careful we are. There are times 
when we are forced to sacrifice a 
little control to get everything 
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down. On such occasions, an out- 
line or two is bound to stretch or 
shrink. Such deviations from cor- 
rect proportions even occur when 
the dictation speed is slow. They 
need not scare you. 

You can force these mysterious 
hieroglyphics to make sense by 
turning detective nad making use 
of the available clues. For example, 
if you wrote 


a gi Go” < 


6 

and you have been wondering what 
in the world that sixth “squiggle” 
stands for, you should first resort 
to the context to tell you what 
word, looking like the one you 
wrote, best fits into this sentence to 
make good sense. If none comes to 
mind immediately, try making sub- 
stitutions. Maybe you meant to 
write a large circle—an “a” instead 
of an “e’? Perhaps you are in the 
habit of shortening your I's, espe- 
cially at the ends of words; so may- 
be that last letter was meant to be 
an / and not an r. There—that does 
it—the word is “scale”! In unriddling 
such shorthand puzzles, utilize a 
knowledge of your weaknesses. We 
all have them, vou know. 

In glancing at some notes of 
Champion Martin Dupraw’s shown 
in the Appendix of Gregg Dictation 
Simplified, 1 noticed a tendency 
here and there for Mr. Dupraw to 
slant his ns ever so slightly up- 
wards. A hasty reading might cause 
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one to mistake them tor ts. How- 
ever, the reader soon accustoms 
himself to this slight upward slant 
and is no longer confused by it. The 
lone strokes for in or not were al- 
most never slanted—no mistaking 
them for t's! 

For this type of analysis, you 
must know just what your weak- 
nesses are. While we should always 
strive to overcome them, knowing 
what they are often means winning 
at least half the battle of decipher- 
ing any really poorly written out- 
lines. If you are aware that you 
have a tendency to lengthen or 
shorten certain strokes or change 
their slant somewhat, you should 
take this into consideration in tran- 
scribing. Naturally, you should also 
strive to overcome your weaknesses 
by the right type of accuracy prac- 
tice (see, for example, the accuracy 
drills in Speed Building Simplified 
and Advanced Dictation Simpli- 
fied ). 


IF THE WORD you are trying to de- 
cipher is absolutely new to you and 
you have written a poor outline for 
it, you are in for some trouble. Con- 
text can’t help vou very much here. 
However, if you remember the 
word, or at least know its begin- 
ning, you can probably figure it out 
with the aid of the dictionary (a 
technical one, if the word happens 
to be technical in nature ). As a last 
resort, you can always ask your 
employer. But when you are being 
tested for a job, let your best guess 
do; asking what the word is might 
create a poor impression. 

Very often an outline cannot be 
read by the stenographer, not be- 
cause it was written inaccurately, 
but because it is bevond the bounds 
of his or her vocabulary. Vocabu- 
lary weaknesses can only be over- 
come by broadening your vocabu- 
lary. So much has been written on 
how to improve your vocabulary, 
and there are so many books on the 
market (even twenty-five cent edi- 
tions ), that you can easily find help 
if this is your difficulty. Incidental- 
ly, it would be a wise step on your 
part to find out beforehand some- 
thing about the business or com- 
pany that is going to hire or test 
you. Read some of the trade maga- 
zines in the field to familiarize 
vourself with the terminology of 
the business and the type of dicta- 
tion you are likely to receive. 
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Do YOU know the 


DICTATION 


INE!” said the interviewer in the employment 


office. “You did very well in your tests. Typing 

. filing ... shorthand. ... Yes, fine! Now, let’s see 
what machines you can operate.” 

Alice Ann was pleased. Those tests were hard. 

“Adding machines, yes. Duplicating machines, yes; 
both kinds. Dictation machines—oh? Didn't you learn 
to use dictating and transcribing machines?” 

“Why, no,” Alice Ann replied. “I learned shorthand 
—not machine dictation!” 

The interviewer was very nice about it. 

“Top secretaries often need both shorthand skill 
and a knowledge of dictation equipment, he ex 
plained. “Many of our executives are so busy during 
the day that sometimes they cannot get their dicta- 
tion completed—just the rush things. 
So, when they must, they stay at j 
noon or in the evening and dictate “""* and 
to the machine without their sec- 
retaries having to stay overtime.” 

He went on: “Some of our men 
take dictation units on trips with 
them. Others have such units in their homes—take Mr. 
Ellman, for example. Every once in a while he stays 
home for a day to catch up on his mail, to think 
through the details of some important contract, to 
make plans. He puts everything on records—dozens of 
them—and brings them in for transcribing.” 

“What a load to bring in all at once!” said Alice 
Ann. “He must swamp his secretary!” 

“Well, it would be a load if one person had to tran- 


scribe it all,” the interviewer agreed. “But the records 
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e> First of a series of articles about dic- 
transcribing 
planned to carry through our next vol- 
ume. Other articles will concern operat- 
ing the machines, 
placement, typing recorded tables, getting 
the dictator to do his full share, ete. 





Adrienne Frosch, Brooklyn College 





MACHINES ? 


are passed around to several of the staff. That's one of 
the handy things about dictating equipment: you can 
share the work on any big project. 

That scene is taking place in more and more em- 
ployment and personnel offices every day. The ques- 
tion is not one of shorthand versus machines. The 
modern office worker who has both skills is the one 
who gets the well-paying job at the elbow of the 
top executive. 


BreCOMING AN EXPERT at machine transcription starts 
with knowing, first of all, that transcription is still 
transcription. You have to paragraph and punctuate 
and spell just the same, whether you are transcribing 
from your shorthand notes or from the recorded sound 
of your employers voice. You 
must arrange material attractively 
machines, on the typed page, make carbon 
copies, and so on. If you already 
estimating letter can do these things from short- 
hand, it is easy to learn to do 
so “from voice.” 

The general name for the equipment used is “dicta- 
tion equipment” or “dictation machines.” A complete 
set of equipment usually includes two machines. The 
first is the machine that the businessman talks to 
when he wants to make a record of his voice; this is 
the “dictating machine.” It always has a playback ar- 
rangement so that he can listen to what he has said. 

The second machine is the “transcribing machine.” 
The secretary takes the recording that the business- 


man dictated, places it on the transcribing machine, 


117 






SoundScriber units: secretary’s mod 
at left also available with soft speak« 


by Seymour Rosen, New York Univers 














then listens to and types what has been recorded. 
You cannot dictate to a transcribing machine; it is 
like a phonograph—you listen to it, and that’s all. 
You can start it and stop it whenever you wish. 

Although most “sets” of dictation equipment have 
the two units—one for the secretary and one for the 
dictator—some makes consist of one unit only. Since 
the dictator's machine has to have a playback unit 
anyhow, on some makes the playback part of the 
machine is used as the transcribing machine. The 
secretary uses the same machine, then, as the dictator 
—but not at the same time, of course! 

The recording that you place on the transcribing 


machine may be in any of these forms: 


i disc, like a littl phonograph record 
a plastic belt, the size of a cuff on a man’s shirt 


a wax cvlinder, the size of a larg water glass 


a spool of wire, like piano wire 
i reel of tape, like a big roll of Scotch Tap 


The kind of recording you use depends on the make 
of machine you have; you cannot use one kind of 
recording on another kind of machine. As a matter 
of fact, secretaries describe their machines in terms 
of the kind of recordings they use—a “dise transcribing 
machine” or a “wax-cylinder transcribing unit.” 

Since your dictator can usually get several letters 
on one record and often wants to give vou special 
instructidns for one or more of them, a “signalling sys- 
tem” has to be set up between vou and your dictator. 
The “system” usually consists of a slip of stiff paper, 
called an “indication slip.” on which the dictator 
puts marks that flag your attention to the length of 
articles, to corrections, and similar things. When you 
put the slip on the transcribing machine, a pointer 
crosses along the slip as the record plays, so you 
know “where you are” on each letter. On one ma- 
chine—the SoundScriber—it’s different; no index slip 
is required. The corrections and letter endings are 
indicated on the green disc itself by push buttons; the 
secretary reads these instructions on a_ reflecting 


mirror on her transcribing machine. 


The Edison 





The Edison Voicewriter dictat- 


Ing instrument uses a dise. 





Voicewriter dise 
machine — for 


WAX-CYLINDER MACHINES are the oldest in the family; 
they were introduced right along with the phonograph 
—that long ago. Made of solid, thick black wax, the 
cylinder has to be “shaved” after each use before a 
new recording can be made on it. A special machine 
called the “shaver” is used for the purpose. 

The cylinder is hollow; it slips over a roller, called 
a “mandrel,” on the transcribing machine. A needle 

like a phonograph needle, practically) is placed 
against the cylinder, and the sound of the dictator's 
voice is heard when the cylinder ‘turns. On the old 
models, the sound was “acoustical,” the same as 
your grandmothers gramaphone was; on the more 
recent models, the sound is electronic and is just 
as clear as the reproduction of tone of your own record 
plaver at home. 

Wax cylinders are not the most convenient to use, 
Often the sound on the older machines is not clear. 
The headset, if an old style, may be uncomfortable. 
The evlinders do break, and they scratch easily. Ac- 
cordingly, although thousands of useful wax-cylinder 
machines made by Edison and Dictaphone are still 
to be found in schools and offices, such machines are 
being replaced by other kinds that are more con- 
venient to use. 


THE BELT TRANSCRIBING MACHINE is one of the new 
kinds. A light, thin, flexible, and unbreakable “belt” 
of plastic replaces the wax cylinder. The belt is placed 
around two rollers (called the “mandrels”) on the 
transcribing machine. The belt revolves around the 
mandrels, giving you a very clear voice. 

Your dictator can get fifteen minutes dictation on 
one belt. The belt, which is inexpensive, is discarded 
when you are through transcribing—it is not used 
again. Dictaphone Corporation has switched entirely 
from the wax cylinders to belts. 


Disc TRANSCRIBING MACHINES are “little phonographs.” 
The record is a small plastic dise—unbreakable, light, 
easy to handle; you can even mail it. The “records” 


transcribing. 











Edison TeleVoicewriter for 
remote-control dictating. 
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come in different sizes, ranging from little dises 
just 3 inches in diameter that play for eight minutes 
to others $ inches in diameter that play for an hour. 
Companies that produce these machines include Edi- 
son (the Edison Voicewriter), Gray (the Audo- 
graph), and SoundScriber. The speeds of these 
machines vary; so, recordings made on one make of 
machine cannot be played back on another make. 

The discs are usually used just once—they are very 
inexpensive; the little 3-inch record, for example, 
costs only 2 cents; the standard 7-inch record costs 
a dime. Each disc manufacturer, however, has a 
“resurfacing machine you can use to “blot out” the 
previous recording and prepare the surface of the 
disc for another take; some kinds of discs can be 
resurfaced as many as fifty times. 

Both discs and belts have special usefulness. If 
different offices of your company have the same kind 
of machine, you can mail discs or belts without 
bothering to transcribe what's on them! Salesmen, 
carrving a dictating unit with them, can “talk” their 


reports and mail them back to the home office. 


TAPE AND WIRE TRANSCRIBING MACHINES are like the 
tape and wire recorders in many schools and homes. 
The recording is made directly onto magnetized wire 
like piano wire, only thinner) or tape (like S-mm 
film) that winds onto a spool. The spool is rewound 
automatically, of course) and then played back 
on the secretary's transcribing machine or via the 
playback part of the dictator's machine. One of the 
big features of some tape and wire recorders is the 
fact that you dont buy a separate transcribing ma- 
chine for the secretary; she just has “an extension” 
on the playback part of the dictator’s machine. On 
the Steno wire recorder, for example, the secretary 
has on her desk a small, neat loudspeaker that is wired 
to the machine on the dictator’s desk; she doesn’t have 
to touch his machine or the wire recording. 

Because tape and wire recorders have excellent 


tone reproduction (“fidelity”), they are especially 







Webster combination dictat- 
ing and transcribing unit. 
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New Dictaphone units “take” 


dictation on plastic _ belts. 


good, too, for conference reporting because you can 
distinguish different voices clearly. Manufacturers of 
such machines include: (tape) Webster-Chicago, 
Permoflux, Revere, Eicor, and Amplifier Corporation; 
(wire) Webster-Chicago, Peirce, Pentron, and 
Cresent (Steno). 

Worth noting is the fact that the wire and tape 
can be recorded on over and over. When the dic- 
tator starts to dictate to his machine, his voice “erases” 
his previous dication at the same time the new take 
is recorded. The spools vary in length, ranging from 


fifteen minutes to two hours. 


WELL, THATS A SUMMARY of the different kinds of dic- 
tation machines. Each has its special features, of 
course; but all of them operate on the same principle: 
the dictator records his voice, and the secretary trans- 
cribes what he says. 

New uses and improvements in equipment are 
constantly being created by office engineers. One of 
the newest developments has been the “remote con- 
trol’ system (like the Edison TeleVoicewriter, for 
example) by which several dictators use a special 
telephone line that feeds into one recording machine. 
A light on the phone box tells the dictator when the 
“line is busy’—when someone else is dictating. He 
waits until the light goes out, then picks up his spe- 
cial telephone and dictates just as though he had the 
dictating machine in his office; he can make correc- 
tions and “play back” by the aid of switches built 
into the telephone he uses. 

All the new machines are as easy to operate as a 
push-button radio. The modern headsets or other 
listening devices are comfortable and convenient— 
if you don’t like a headset, you may even be able to 
use, instead, a “soft speaker” that looks like a radio 
microphone and whispers the dictation at your ear. 
The sound of the voice of the dictator is crystal-clear. 
Dictation machines have grown up a lot since the 


first wax-cylinder machines were introduced so long 


! 
ago. 


The Gray Audograph dise- 
type unit for dictators. 


“~ 
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SY ONS se 


.. YOURSELF a final once-over just before 
you go for that special interview. Crossing the 
fingers won't do much good, but a trim appearance 
that shows every hair in place, make-up fresh, and hat 
firmly anchored will certainly create the desired fa- 
vorable impression on the interviewer when you walk 
into his office on the dot of time. 

Last night Isabel chose her outfit for the interview. 
She wisely selected a trim hat, a tastefully tailored 


dress, and simple jewelry. She gave them a careful 





IVTERVIEN 


Just before you go 


Comb stray hairs in place. 


Give your hat a quick whisk and anchor 


it with hat pins. 


Check make-up—no smeared lipstick or 


smudges on face. 


White gloves must be sparkling. You 
might carry instead of wearing them, 
until you get to the interview. in order 


to avoid smudging them. 


Only carry essentials in your purse. to 
avoid bulges. Keep leather purses pol- 


ished. to conceal any scratches. 
Check stocking seams. 


Wipe any scuff marks off shoes. 


going-over, making sure the hem of her dress hadn't 
ripped loose or been pulled uneven in its recent clean- 
ing; that her collar and gloves are spotless; and that 
her manicure is flawless. 

She carries with her a tiny pocket brush for a last- 
minute whisk of her hat and shoulders; also a small 
sponge suede “brush.” (Paper towels are good in an 
emergency for wiping scuff marks off suede shoes.) A 
quick check now convinces her that she'll be the pic- 
ture of the perfect secretary. 
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INSPECTION 


to the interview 


Comb hair carefully. 


Cheek to make sure your face and teeth 
are clean (no left-over sandwich from 
your lunch on your face or teeth—or 


breath). 
Straighten tie and check knot. 


Brush off any dandruff or hair that set- 


tled on your shoulders. 


Make sure that there are no bulges to 


spoil the set of your pockets, 


Wash your hands. giving special atten- 


tion to your fingernails. 


Remove any scuff marks that mar the 


shine on your shoes. 


Y J ALTER ALSO takes time off for a last-minute 

check on his grooming before going for his inter- 
view. He straightens his tie, combs his hair, checks his 
shoes, and brushes his jacket. The day was windy and 
a few specks of soot had landed on his face. He sees 
to it that these are wiped off and that his hands and 
fingernails are clean. 

Before leaving home, Walter shaved carefully and 
made sure he'd retain the freshness of his shower by 


using a deodorant. He chose a clean white shirt, a 








neat-pattern tie, conservative socks; and he carries a 
clean handkerchief. He also knows that we aring a hat 
And this is one 


time he doesn't want to look “collegiate”! 


adds to his businesslike appearance 


He is awaré that careful grooming will give him con- 
fidence. He looks better and, therefore, feels more 
sure of himself. The battle is half won when he enters 
the office and the interviewer gives him an appraising 
glance that definitely says, “Now, this is the type of 


; oi 
young man we've been looking for! 
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Wanted: 
A WILLING SPIRIT 





Call LO 4-3000. 


Secretary to executive—unusual op- 
portunity for competent young woman 
who is able to meet people, assume 
responsibility. Must be expert steno. 
Pleasant assoc., 5:days, many benefits. 








STENO 
; sple 








GRAPHERS — Excellent opportunity 








1ational con- 


by Florence Elaine Ulrich, Director, Gregg Awards 


F YOU ARE one of the young 

hopefuls who wants to make 
good on an interesting new job, 
ask yourself these questions. Will 
you tackle your job each day with 
willingness to learn? Enthusiasm? 
Interest in getting things done?— 
conscious of the value of your time 
to your employer. If you answer 
yes—and mean it—you will be start- 
ing out on the road to success. 

The difference in knowledge, 
skill, ability, and intelligence be- 
tween the man who succeeds and 
the one who fails is usually not 
very striking. It is the man or 
woman with enthusiasm who tips 
the scales in his favor. You may 
not be as fast nor as experienced 
as some of the others with whom 
you are working; but, if you ap- 
proach your job with enthusiasm 
and eagerness to excel, you will 
probably outstrip the person of 
first-rate ability and broad experi- 
ence who has lost all interest and 
enthusiasm for working. 
ENTHUSIASM MEANS believing in 
the merit of your company and 
having a keen relish for doing your 
bit. Enthusiasm means being so 
devoted to the work that you can't 
find enough time in which to get 
done all that you want to do to 
make it the best-managed job in 
your department! Enthusiasm is 
the dynamo that, while the hands 
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are busy, keeps the brain working 
on better ways to handle the rou- 
tines and increase production. 

The man or woman who slumps 
lazily in his chair, neither inter- 
ested nor conscious of the time he 
wastes doing some simple little 
task, cannot grow in his job, nor 
increase in mental stature. He will 
probably drift from one job to an- 
other, making a success of none. 
The reason for it, provided there 
is no physical or other handicap, 
is lack of interest and enthusiasm. 

One business man said recently: 
“I no longer seek ‘experienced’ 
help. Experienced men, I found, 
were always trying to tell me how 
to run the business, before they had 
taken the time to find out what 
it was all about themselves. They 
may be smart, and think they 
know all the answers, but the 
chances are that they are not in- 
telligent enough to see that pro- 
ficiency in the job for which they 
were hired is the thing that gets 
them ahead. 

“I now hire beginners with a 
good school record and with pro- 
ficiency in business skills. These 
young people are easy to train. 
They are generally enthusiastic; 
and, if you notice, no task is too 
hard or too demanding for an 
enthusiastic worker so long as he 
can learn something while doing 
it! And no person, whether his job 
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be laying bricks or operating a 
typewriter, knows all that there is 
to know about a new job, no mat- 
ter how much experience he has 
had.” 


LIKING youR WorK will make every 
phase of it interesting and worth 
while to you. If you are seeking 
your first position, strive to find 
a niche that appeals to you. Then 
devote your best effort to improv- 
ing your technique, skill, and pro- 
duction. Plan your work to get 
the most done in the time al- 
lotted. Organize the materials you 
use and the data required so that 
thev will be easy to obtain. 

If vou are a stenographer, im- 
prove your transcription output 
both in quantity and quality. This 
magazine provides — transcription 
skill-building tests each month that 
you should practice diligently. If 
you read the shorthand in the 
transcription plates in this maga- 
zine faster than you do your own 
notes, examine your outlines after 
each dictation period; particularly 
those that 
transcribing. 


gave you trouble in 
Accurate notes save 
time and effort; they are easy to 


write and much easier to read! 


IN ADbDITION to possessing good 
basic business training, and_ suf- 
ficient skills, try to whip up in- 
terest and enthusiasm for the job 
for which you apply. A blasé lag- 
gard does not make a good im- 
pression. Normally, he cannot hold 
a job—not the kind he wants, any- 
way. Determine how much _ you 
will need to give as a full measure 
of time and devotion to the work 
you are seeking, and then stick 
to your end of the bargain. 

One employer puts it this way: 
“I like beginners because the be- 
ginner doesn't know that a_ thing 
cannot be done, and so he goes 
ahead and does it!” Enthusiasm 
is the force that boosts a man or 
woman up the ladder of success. 

You can demonstrate your in- 
terest and enthusiasm right now 
by taking the proficiency tests that 
will qualify you for attractive cer- 
tificates and pins certifying to your 
ability. There are not too many 
weeks in which to accomplish your 
goal before summer vacation; but, 
if you take a good deep breath 
and try hard, you'll make it. 
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Spring Cleaning—Office Style 


MANHE ORDERLY FILING SYSTEM, the perfect 

_ letter, the punctuality of a Swiss watch are ad 
mirable marks of a good secretary. But just as im 
portant is a secretary s ability to maintain a spick-and- 
span office. How does your boss's desk look—and your 
own, too—during the eight or more hours you both 
spend at them? That's as much time as you spend 
awake at home, vou know; so, keeping the office as 
clean and well-ordered as your home is only good 
sense. A clean office boosts morale; protects clothing 
important papers, and books; enhances prestige—and 
isa real proot of your efficiency! 

How much office housekeeping can a secretary be 
expected to do to keep desks and working tools in trim? 
She is seldom asked to take on extensive clean-up 
chores. but vou can be sure the boss will sit up and 
take notice when his secretary shows her efficiency and 
thoughttulness by doing little things to keep his office 
sparkling. 


REGULAR DAILY DUSTING is part ot every good secre 
tarvs routine. However, even in a well-dusted office 
there comes the day when desk tops feel gummy and 
show mysterious, dark islands of dirt. Time to tackle 
the grime with soap and water! Many offices have 
wood desks or the modern steel type with linoleum 
or wood tops. Any of these can be washed. Even a 
fine-grained leather-inlaid desk top can be washed if 
vou do the job carefully. 

Youll need two small bowls or enamel basins, some 
soft clean cloths, and soap. A sponge is also a big help 
for the scrub session. Make plenty of warm, frothy 
soapsuds in one bowl: use the other for clean rinsing 
water. 

Scoop off only the top laver of suds, and swab the 
desk surface, one section at a time. Wipe the suds off 
immediately with a tightly wrung-out rinsing cloth 
and finish by buffing with a dry cloth. Then do adjoin- 
ing sections, until the entire piece is clean. Note that 
vou're to use soapsuds and a damp, not wet, cloth for 
washing. Wash wood with the direction of the grain. 
never against it. Then, if time allows, finish with an 

pplication of furniture polish, wax, or oil. You'll be 


pleasantly surprised to find that your desk tops are 














































This beautifying treatment can be used to clean your 
desk top; just swab one section at a time with a sudsy 
sponge, rinse with wrung-out clean cloth, and wipe dry. 


The perfect secretary’s perfect cosmetic drawer has a gay 
checked plastic lining so that it can be wiped clean in a 
moment. Spill-proof, plastic containers prevent muss. 
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Picture-frame washing goes faster if vou don’t have to 
worry about splashes. Wrapping paper protects the wall, 
a tilted blotter prevents seepage inside of the frame. 


several shades lighter and infinitely smoother than 
before. 

In your clean-up campaign, dont forget the top-of- 
the-desk tools. W ipe off pen sets, containers for slips, 
ash trays, leather or plastic blotter holders, covered 
boxes, and even the “in” and “out” boxes. It’s a mys- 
tery how these manage to get so fingermarked and 
spotted, but an occasional wiping will do wonders for 


their appearance. 


Desk LAMPs attract dust by the very heat they gen- 
erate. So include them in the dusting schedule every 
day. If you notice that the light seems rather dim, 
take a peek at the bulb and the reflectors. Just plain 
old dirt may cause the dimness. Try wiping them off 
with a wrung-out sudsy cloth. But first turn the elec- 
tricity off and let the lamp cool completely. What a dif- 
ference your cleaning will make in the brightness of 
the light! It’s little details like this that an office clean- 


Better lighting comes from a clean lamp. Wipe all sur- 
faces, giving special attention to reflector, inner side 


of metal shades, and bulb. Disconnect lamp _ first. 


Photos, courtesy The Cleanliness Bureau and Shaw-Walker Co. 








ing woman never gets to and that an executive appre- 
clates immensely, 

It is usually wise to make a pe rsonal job of the wash- 
ing of picture frames faced with glass—or at least to 
supervise it. Small frames can be removed to a paper- 
covered table, and glass and frame can be wiped clean 
with a soaped-up damp cloth, then rinsed without 
too much water. Hold a piece of cardboard or a blotter 
upright against the inner frame edge to prevent water 
from seeping under the glass. Do a final rubbing with 
a lint-free dry cloth. Large frames can be washed 
right on the wall, protecting against spots by slipping 
a sheet of wrapping paper between frame and wall. 
One final picture tip—vour boss (and his visitors ) will 
appreciate your checking his wall pictures as part of 
vour daily routine to make sure they are hanging 


straight at all times! 


THIS BRINGS Us to that moot office problem: make-up. 
Every boss wants to see his secretary wearing the right 
amount of powder and lipstick and sporting a neat 
hairdo, but there is a certain shock in looking into a 
drawer and finding it full of spilled powder and bobby 
pins. 

Select a section of one drawer as vour private storage 
space for make-up, and outfit it so that it will be easy 
to keep clean and orderly. A piece of plastic sheeting 
from the dime store (where it is sold by the vard) is 
what you need. Cut the plastic about four inches 
longer and wider than the drawer itself. Arrange it in 
place, folding the edges up about two inches on each 
side and fasten with thumb tacks or with transparent 
tape. Find a box with a cover to hold hairpins and 
similar gadgets and a powder container that doesn’t 
spill. From time to time the plastic drawer-lining can 
be quickly mopped clean with a sudsy cloth. Then 
if anvone catches you with the drawer open, you won't 
need to slam it shut in embarrassment. 

Of course, there are certain office cleaning duties no 
secretary is expected to undertake in person. But she 
should note when furniture needs to be washed and 
polished, when venetian blinds need to be swabbed. 
when curtains and draperies and upholstery need to be 
cleaned, when the carpet needs to be shampooed, 
when linoleum needs to be scrubbed—and then alert 
whoever is responsible for attending to such major 
office housekeeping. Sometimes, she can co-operate by 
adding the “personal touch”—for example, by removing 
books from shelves or bookcases prior to the office 
cleaning, then dusting and replacing them carefully 


afterwards. 


ONE BIG POINT about having a clean, well-ordered office 
is that it creates a feeling of calm and efficiency as well 
as looking far more attractive. Don't live or work in an 
atmosphere of disaster-round-the-corner. Order and 
cleanliness can add a great deal to the over-all func- 
tioning of the place where you and your boss spend 
eight hours a day. 
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(Key appears on page 446) 


Definite Facts about Indefinite Words 


by E. Lillian Hutchinson 


S Ol R WINDER-UPPER ot this current series 
4 ot transcription studies, we have chosen a group 


f some of the most commonly used words in the Eng- 
lish language. You may have discovered that many 
otherwise very careful writers and speakers make mis- 
takes in using these simple words. Transcribers cannot 
ifford to do so, for the transcriber acts as censor for 
her dictator—to see that no slips go uncorrected. 
That short word each typifies a group to be watched. 
Belonging to this group also are every, any, either, 
neither, the body compounds (anybody, everybody, 
nobody, somebody ), the thing compounds (anything, 
the 


and every one, no on 


everything, ete.), and 


] 


ma 


one compounds (anyone 
. The 


mistakes made in using these simple words can be 


any one, everyone, 
woided by remembering just one fact—each of these 
words is singular in meaning and therefore requires 
1 singular verb and a singular form of reference pro- 


noun: thus: 


| i h has work tod . Not have 
d Each of the students owns his books. Not their 
books 
Each emp! vee was given a new desk 
1. Everv salesman is called in for the conference 
5. Neither of the partners twas present 
6. Neither partner teas present. 
7. Evervone in our office has received his assignment. 
‘5 N » One has been dis harged 


Something is wrong here; someone is guilty 


MISrAKES ARE MOST FREQUENTLY MADE when a plural 


houn follows 


usually in a phrase introduced by of ) 
one of these indefinite words. as in sentences 2 and 5. 


Here the verb that follows the noun is often incorre¢ tly 
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made plural to agree with the plural noun instead of 
the true subject of the sentence. Then, having chosen 
an incorrect plural verb, the speaker or writer quite 
naturally chooses a plural reference pronoun also; for 
example, a their in sentence 2. 


Notice that 


used as adjectives, as in sentences 3, 4. 


words are 
and 6. The 
meaning is still singular, and a singular verb or refer- 


sometimes these indefinite 


ence pronoun must follow. 

One unusual and surprising fact should be pointed 
out. Even if an and should join two of these indefinite 
words, the singular verb is still required: 


Everv letter, card, and circular was lost 
| i h S( hool ind colle ve 1s iffected 
| mated is appre iated 


Anvthing and everything d 


ANOTHER GROUP OF INDEFINITE WoORDs, however, is al- 
ways plural in meaning and requires plural verbs 

both, few, many, others, several, some. Just stop and 
think of their meanings when you are momentarily 
confused. More than one person or thing is meant— 


hence a plural construction is called for. 


Both these produ ts are satistactory 


Few were rejected were 


Sonn 


but many iccepted 


were dismissed. 
One interesting added fact—the addition of an a 
(or an) after many changes the meaning of the word 


to singular, thus requiring a singular verb 


Many a man has been misled by that claim 
Many an otherwise shrewd buyer was fooled by the finish 
(Continued on page 446 
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Snappy attire for the g 





seersucker suit with its dolman sleeves, belted 
waist, and flared skirt. It's manufactured by Lamp! 


$15. Available in sizes 10 to 20, it comes in 
red, blue, brown, green. or black check on white. 


You're sure to make a smart impression in this cotton 


Fashions, 1410 Broadway, New York, and priced about 





rl that he ll hire 


Tailored fora 


Top Position 


There are jobs aplenty these days, but don't let that fool 


vou. Not top jobs! The interestii high-salaried positions 


1s, 
are always scarce, 

Youll stand a good chance of landing that coveted posi- 
tion, however, if vou dress the part. There’s no doubt that 
a few dollars wisely spent on a trim outfit will get vou 
several dollars more a week. Trv one of these cool but 


chic cottons to impress your would-be employer. 





Fashion is featuring the coatdress for summer. 
ilere is Jonathan Logan’s version in crease- 
resistant pique. You'll find it in lime, pink, 
Chinese blue, and navy in sizes 7 to 15, at 
$12.95. Write Jonathan Logan, 1407 Broadway, 
New York, for stores carrying this style. 


Practical denim goes fancy this year. You'll like 

this two-piecer with its unpressed pleated skirt by Greta 
tattry, 498 7th Avenue, New York. It’s available in 
sizes 10 to 16 in charcoal, brown, pink, powder blue. 
and light gray. Jacket is $7.95 and skirt is $8.95, 








vay, 











MeKettrick’s summer “smoothie” in iridescent nylon 
and pima cotton has a pert shirred peplum effect at the 
back of the jacket. It comes in navy, plum, or gray, in 
sizes 10 to 18, for about $18. If you can’t find it 
locally, write McKettrick, 1350 Broadway, New York. 


This impeceab!y tailored cotton suit has diagonally 
striped panels to highlight the fit of the jacket. 
It comes with red, purple, green, navy, brown, 
black, or gray stripes on white, sizes 7 to 17 and 

8 to 18; price is under $25. For stores near 

you, write Gaynes, Inc., 500 7th Avenue, New York. 


TODAY'S SECRETARY 





May, 1952 7 





You'll be cool as lemon sherbet in this 
etched cotton two-piecer, manufactured by 
Esther Reifer, 498 7th Avenue, New York. It 
comes in yellow, aqua, pink, white, and 
navy (sizes 10 to 18) and is priced at $17.95, 


~é 








Filme Buymanship 


by Gilbert Kahn 





General Fireproofing Company drop- 
front drawers expand when opened 
to make handling of records easier. 


An expansion back creates extra work room when this 
Art Metal Construction Company drawer is opened. 
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OU VE MADE A Goop sTArT on the road toward filing 
yy Bde if you have selected a filing system that is 
tailored to the needs of your organization. Applying 
standard rules of filing and using proper techniques of 
charge-out, follow-up, and transfer will avoid detours 
and keep you on the right road. But to get to your ob- 
jective with more speed and less fatigue, you must be 
sure to have the equipment and supplies that will enable 
your system and methods to function at their best. 

Dont get the idea that all filing equipment is pretty 
much alike and it doesn't make much difference what 
vou buy. There is an unbelievable variety in the filing 
supplies available to modern business—if you can't find 
what you would like in size, shape, material, or price 
range in the ready-made merchandise, you can have it 
custom made. Visit the business shows and keep your 
eyes on the show windows of your local stationers and 
office furniture dealers. Seek the expert advice of the 
filing equipment manufacturers; theyre always happy 

that’s no exaggeration) to help you with vour filing 
problems. But, no matter how you do it, make sure you 
are up on the latest developments in filing. It will make 
vou more efficient at your work and will make that work 


easier, 


lr WOULD TAKE A BOOK of many pages to describe the 
various kinds of filing materials available. This article 
will deal with types of filing cabinets. Next month we 
will consider what goes into the file—the guides, folders, 
and other filing aids. 

Don't practice false economy when you _ purchase 
your cabinets. They are obtainable in many grades. How- 
ever. business has found that the best-quality equipment 
is the most economical, because it lasts longer and gives 
more satisfactory service. Remember that a letter-sized 
file drawer usually carries a load of 60 to 70 pounds. 
Make sure, therefore, that the drawers have telescoping 
slides that will give support when they are fully ex- 
tended. In addition, the drawers should operate on ball- 
bearing rollers so that they can be opened and closed 
with a minimum of effort. The frame of the cabinet 
should be adequately reinforced to give strength and 
rigidity. 

Steel cabinets seem to be slowly but surely displacing 
wooden ones. Both are available in a variety of finishes, 
and you will have little difficulty making a selection 
that will fit into the color-scheme of your office. 


BECAUSE DRAWERS are not always filled to capacity, 
there should be some provision other than just the 
back of the drawer for keeping the filed material in an 


STARY e May, 1952 








ise 


ity, 
the 
an 


upright position. Usually, movable blocks are used for 
this purpose. These compressors should slide easily 
and yet should hold the material securely in the desired 
position. They must not be too bulky or they will occupy 
valuable filing space. The file drawer should also provide 
for some means of holding the guides in place, to pre- 
vent their “riding up” or being lifted out accidentally 
when folders are withdrawn. 

Papers will get dog-eared, folders and guides will have 
shorter lives, and the drawers will have a slovenly ap- 
pearance if filed material is either too tight or too loose. 
However, filing cabinets are obtainable that automatical- 
ly give you a V-shaped work space for easier removal 
and insertion of papers and folders. One model has a 
drop-front that eases the tension on the filed material 
when the drawer is open and tightens up when the drawer 
is closed. Another model gives you the same advantage 
by using a drawer-back that expands when the drawer 


1S opened. 


You CAN GET FILE pRAWERS that will accommodate 
5 x 3 ecards, 6 x 4 ecards, checks, tabulating-machine 
cards, letters, legal documents, blue prints; in fact, there 
is a size to store just about any record you can think 
of. For additional flexibility, there are drawer dividers 
that will enable you to partition off your filing space any 
way you want it. Further to meet your needs, you can 
have the cabinets arranged just about any way you 
desire—one or two drawers high, for next-to-desks; three 
drawers high, to form counters; four or five drawers 
high for ordinary purposes; and in batteries, to partition 
off space into work alcoves. 

Transfer files are exposed to relatively little wear 
and tear because the inactive papers stored in them are 
referred to so seldom. Inexpensive transfer equipment 
can therefore be used safely. Files are available in cor- 
rugated fiberboard or in metal, or in a combination of 
both. Some are drawer-style and others open from the 
top, like ordinary boxes. 

Visible filing equipment also comes in a large as- 
sortment of sizes and types. There are rotary wheels, 
shelf trays, rotary trays, vertical compartments, and 
books. Some provide for protection of the record by 
transparent material. The papers are fastened to the 
equipment in various ways. What type you select should 
be determined by the amount of material to be housed 
and whether that material is to be used for reference 
or recording purposes. More than likely there is one 
type that will enable you to do your work faster and 
with less effort than the others. So be sure to look them 


all over carefully before you make your selection. 
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Trays like these in this Remington-Rand visible-file 


cabinet, provide easy reference to records. 





A twist of the knob and the 
information is visible in a 


space-saving Rolodex. 


The hood of this Diebold vertical 
ledger file fits conveniently 
beneath the V-Line posting tray. 


Wheeldex Simplafind trays rotate to provide 
facilities for compact storage and easy handling of cards. 


ALICE'S EYES SPARKLED. 
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NOTE 
TO CANDIDATES 
FOR AWARDS 


All clubs of test papers should 
be accompanied by a typewritten 
list of names to expedite check- 

| img and assure accuracy in mak- 

| ing out certificates. May copy is 

| good as membership tests for 
OAT, CT, and OGA awards until 
the receipt of the June, 1952, 
Issue. 


A fee of 10¢ Is required with 
tests submitted for certificates, 
except for the Superior Merit or 
the Attainment Certificates, which 
are 50¢ each. Pin awards are 25¢ 
each. Applicants for both certi- 
ficate and pin should remit 35¢ 
to Gregg Awards Dept., 330 W. 
42 Street, New York, N.Y. 


Shorthand Test 
Instructions 


Copy the tests here in your best style 
of shorthand, trying to make your notes 
look as nearly as possible like our expert 
penman’s notes alongside. The tests may 
be written in one or in two columns, on 
your regular notebook paper or on any 
other stationery that will allow you to do 
your best work. Ruled paper helps keep 
your writing uniform. 

The Junior Test is offered to enable the 
writer to see whether he is practicing cor- 
rectly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who 
feel that they have 
practical style of penmanship that will 


dey eloped a good 


assure accurate transcripts on the job. 
Acceptable specimens entitle the writer 
to membership in the- Order of Gregg 
Artists (OGA). 
Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to prop- 
and (3) the 
correctness of proportions maintained 
throughout the specimen submitted. A 
“Key to the Marking of OGA Tests” is 
returned with any failing papers, which 
gives detailed criticism of the faults of 


er curve, slant. and joining; 


style noted by the examiner. 
Style Studies 


4 few words are selected each month 
from the Membership Test copy on which 
you may find preliminary practice help- 
ful (Junior candidates may practice these 
forms with profit.) Writing over and over 
the printed outline for any word that you 
cannot execute easily will give you the 
“feel” of the correct form; then writ- 
ing over outlines of your own in this 
way will show you whether or not you 
have developed good control. Note that 
there is practically no deviation in our 
expert’s “rewritten” forms that begin the 
lines of Style Studies in the middle of the 
page. You can test your own writing of 
the basic forms by placing the Corrective 
Slide over your notes, 
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} " _ 7 a i a 2 — 
Bartonville, California 
w vy A ag 
atl ¥ 14, 1952 
r a c 
NOW Box 450 
Bartonville Times 
,’ 415 Main Street 
734 lal Dn ae 2 
Bartonville, California 
: Ran + 
. Gentlemen: 
Pp > ‘ , h o -_ ws m1 : . = rs) =a 
) Please consider this my application for the sece- 
retarial position you advertise in this morning's 
T’ 7 277) rPnry =] Q ~ 7 
paper. The enclosed resume contains a record of my 
exynerience an 3 a Ll +ha nth et snft rma t $ OY vou re 1est 
PAWOLDLCIIC ALANA A tL i1€ OUILE Sw ma ti On J JuA i quest. 


I should like very much to have a talk with you 
in ord t uU an better judge my qualifications. 
+ I shall be glad to come to your office for an inter- 
view at any time convenient to you. 


\ 


Very truly yours, 
) I 9 


Enc, (Miss) Jean Billings 
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TITLE OF POSITION HELD: 
FIRM NAME: 
ADDRES 


DRESS: 


REASON FOR LEAVING: 


PREVIOUS JOB HELD 





19 to 19 


TITLE OF POSITION HELD: 
FIRM NAME: 

ADDRESS : 

REASON FOR LEAVING: 
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N OF JOB DUTIES: 


When you reply to a want ad, ae- 
company your letter with a sepa- 
rate résumé that gives all the 
facts about who you are, where 
you can be reached, where you 
were educated, and what pre- 
vious work (if any) you have 
done. Lack of space has pre- 
vented the listing of more than 
two jobs in this sample. In your 
résumé you will, of course, want 
to list all your past employment 





REFERENCES 


NAME 
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Double-Duty Dictation 


DUTY ONE: To review the rd and Id principles. Note the many rd and 
Id words, with other preview words, in the Gregg Simplified listings. The 
shorthand key is provided by the words in italics. 


DR. RUSSELL J. HOSLER 


DUTY TWO: To build speed in writing. Practice the preview words, 


then take 


dictation at faster and faster rates. The 


word count is gisen every 20 “average” words. 


Dear Mr. Arnold: It has occurred to 
us that you may have harbored some 
doubts about the need for completing 
vour-"” plans early so that vour child 
mav be assured of the finest accomo- 
dations offered at the Baird Boardi ig 
( amp.*? It so, a word about the ad- 
vantages of prompt action may guard 
against anv delay on vour part in mak 
ing’’ your rese reation now. 

\s vou mav have heard, we have 
held to a policy for many years of 
allotting? the preferre d rooms to those 
children who have been registered 
early. Our records indicate that this 
plan is favored)!” by parents. While 


1] . . 
our rooms are quite satisfactory, 


naturally there are some rooms more 
lesirable than!” others. Even though 
there would be no great inconvenience 
suffered by vour child in being as 
signed to one of the!#” smaller rooms. 
we know that vou are prepare d to give 
our child the benefit of the best 
ivailable. 

During the'®" past vear, we have 
epaired and refinished all the sleep- 
ing rooms. Brightly colored new fur- 
nishings have replaced those that!™ 
were even slightly soiled. 

Our camp has never before pro- 


| 
vided such a wide variety of activi- 


ties-"" as is planned for this summer. 
Some of the sports that will be offered 
ire softball, volleyball, tennis, and bad- 
minton.?2" Our location on the seaboard 
has answered the pleas for water 
sports. To safeguard our young guests 
we have hired 
several additional counselors to shoul 
der the burden of eliminating play 
hazards.2°° 

At this time of vear, it is hard for 


vou to realize the beauty of our 


against accidents,?*° 


rardens and orchards as they appear=*" 


luring the summer season. We have 


spared no effort to make the yard at- 


} 


tractive, even to the extent of hav- 


ing” flower borders. For unspoiled 
outdoor living, this summer at Baird's 
will yield golden opportunities — to 
the®“"" holders of ou camp reserva- 
tions. 

Get your child’s summer camp ar- 
rangements settled now. The enclosed 
ecard should be filled**° out and _re- 


turned immediately. The desirability 
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Ce, 


of making an early reservation should 
not®6® be ignored. Very cordially 
yours, (366) 

Dear Mr. Reynolds: Generally, after 
vou have heard the sounds of the first 
spring birds in your back yard, your 
’ to that garden you 
plan to have. Since that time has rolled 
around, vou will want to read care- 
fully the enclosed folder,*” which tells 
of the special features scheduled for 


thoughts turn”! 


this vear’s American Gardener. This 
magazine will be filled with a record 
number of articles geared toward help- 
ing you overcome the mental and 
physic al hazards of the®® “back vard 
farmer.” As vou know from previous 
experience, we have never ignored 
anv field of interest'!’® in gardening; 
and our staff has spared no effort in 
making each issue helpful to our 
readers. 

According to'?° our records, your 
subscription to the American Gardener 
has expired. You will be happy to 
know that you!?® can now renew your 
subscription at the greatly reduced 
price of $3, rather than the regular 
rate of! $5. This is the third year 
that we have offered this low renewal 
rate. When you consider that paper, 


1S0 


postage, and all other publishing 
costs are higher today, vou can ap- 
preciate that the $3-rate is*°° really a 
bargain. 

In co-operation with the Golden 
Seed Company, our subscribers this 
vear will be?" awarded a specially 
repared landscape gardening display 
folder with beautifully colored prints, 
These folders?” will give you ideas 
on how to build vour yard and garden 
into the show place of the neighbor- 
hood. All the*®° equipment that vou 
will need in gardening is described— 
even the hardware required for build- 


s0) 


ing wired frames for climbing?”® roses 
is pictured 

rhe enclosed card properly filled 
out and returned before Mav 25 will 


Oo 


renew your subscription at this pre- 
ferred rate of $3. However, vou will 
need to act promptly in returning your 
card to**° be assured of receiving one 
f the Golden display folders. Our 
supply of these is limited. Sincere, 
vours, (340) 








May Competent Typist Test 


(To compute speed, 


speed, divide total by number of minutes; or, to get net speed, 


note the number indicated at the end of the last line you copied 


Words 


Gold is where you find it; and the places 
where it can be found are more numerous 
than you might guess. Everybody knows 
that gold ore is mined and assayed, refined, 
and used in all kinds of jewelry; that it is 
held in bullion form by the Government; 
and that it has countless uses in industry 
and in the arts. 


Few people realize, however, that if all 
the gold used in one year could be weighed, 
the millions of fine ounces—and gold is 
valued at thirty-five dollars per fine ounce 

would come to far less than the total 
weight of the gold cast into bars and bricks 
during the year. What, then, becomes of all 
this missing gold? The amount of the gold 
treasure buried and lost by pirates doesn’t 
compare with the gold that has been lost 
through the years in other ways. 


Much of this lost gold can never be re- 
covered. But some of it is merely in hiding. 
It can be found, and found in countless 
places. Wherever gold has been worked, it 
can be reclaimed from clothing, from work 
benches and tools, from floors and chairs, 
from shoes, from scrap and filings, from 
motion-picture film, from waste, from wash 
water, and even from the air of the work- 
rooms. 


Floor sweepings are the first and most 
obvious means of recovery. Usually each 
department must account for the difference 
between metal received from it in these 
sweepings and what had been charged to it. 


Some of the machines, such as the polish- 
ing lathes, have suction pumps attached to 
them, with hoods covering the operating 
spindles. A blast of air is directed through 
various filtering processes to extract the 
particles of gold. 


A certain amount of metal removed 


8 


281 
290 
298 
307 
316 


320 


326 


completely and add 1 for each additional 5 strokes typed. 


subtract 10 for each error before dividing by number of minutes.) 


To get gross 


Words 


during the manufacturing process does not 
remain in the room but sticks to the hands 
and clothing of the workers. In order to 
retain this gold, all the men wear aprons, 
which are washed by the company. The 
water from this laundering, together with 
the water from the washrooms, passes 
through settling tanks and filters, and the 
sludge that is deposited can be refined. 


One further means of recovery is in the 
nature of the floor covering itself. One 
company reports choosing a floor covering 
softer than shoe leather so that particles of 
gold in the floor will not become imbedded 
in the workers’ shoe soles. Floors are re- 
moved from time to time and burned to 
recover the precious metal therein. Two 
hundred dollars’ worth of gold was re- 
claimed from 180 square feet of old floor in 
one factory. 


Removing extremely fine particles of 
gold, silver, and other precious metals 
floating in the workroom air permits man- 
ufacturers of jewelry, watch cases, optical 
goods, and silverware to reclaim thousands 
of dollars in precious metals each year. A 
special type of air filter is employed in most 
cases to trap these tiny metal particles. In 
one department some ten thousand dollars’ 
worth of gold is salvaged each year, about 
seven thousand of this amount coming 
from particles removed from the air near 
the work benches. 


In some plants the salvage runs as high 
as thirty-five thousand dollars in one year. 


One of our biggest pen makers says that 
if they did not exercise constant vigilance 
in recovering lost gold, it would take only 
a short time for a hundred thousand dollars 
to fly out the window. 


(If mecessary 


Adapted from an article by Stanley A. Dennis in Youth Today on Recovering Lost Gold 


438 TODAY'S SECRETARY e 


May, 1952 


eid 
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588 


592 


600 


609 


617 
626 
634 
643 
648 


repeat trom the beginning to complete a ten-minute test.) 
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SRO) 
S88 
SQ? 
OHUU 


HOY 


test. 


(The material below is the 





Transcribing Speed Practice 


same as the C.T. Test across the page 


and from shorthand. Compute your rate on this 
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and it is provided so that you can test and 


ord-counted material in the same way you do whe 


compare your speeds of typing fre 
n typine the C.T. 


aid 7 C5 “u ——_ oa 5 CK 
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The ART ol 
CLUTTENIMG UPA DESK 


by Mary Mostert 








MF ann al 
BY 10:00 A.M. VU a ) v Q YS cas 
St 
Pa F iid ,) 
oC’ “Y x 2 _ of ED 20 
) Oo f 
hie aail a. _ sit 
"a F ( & ; Sa "al “a 
- —t s Ps a 
be x wes - woul gz ‘ Z Co r o 
= -_) = . 
) a 2 
“il rs xy 7) & fs o>? oO es ee (4 
a6 2 Z 


a 7 a “ 7 _ +i oe eee pT a 
7) ‘a - ) 7 
ae ae eee —- ee a-—- WY * 
CC tA 2 “a . 
oT) x > A we eo W)C we rs J 3} i: - \ to diem ( 
ow? . 
Y? 7? Gu om: (FP ff 2 vO 4 G.. oon, ~_ D> - g 
eS ~ we Gs 2 yo 0 ~Y> Keep your typing suppl ies-- ~, 
F i 
t = 
A 2 ted tau date 1 ~, fo a al - oO tn Fo 
Yd, ' idee tt ae Pe 
vg - gf = — Fil tt ma Bt a Pd . ¢ _ 
;, Am ff 
aes (2, ei or “Lan , Always ee ee oe Z 
ne ? f Pk 
put off c vf | a ca. Fe S _ 
Fat or tw ff a os Ce uel , 7. Pd ii? > at [= Ge. 2 


yo A — 07 Pa. $ CF f + AA ti . 
i a b= dl ai sin mid ui 
el ateaie sg |g a ome wrt ae Le 





fn sigh g So x ot Pe 
a fhul AKL, oe |" 
yom eG 
Vo G ee a _— / 4 C By following A Co, 
sie eo we) : Oe et ae 
at a —_ y ; P a - —%~_tr es a of / a 
A] Ne Jo Cry > 4 a / i Cr . emt a f i ‘iiiel ai ati! 
Pa 7 ee ot 7 4 o? ee a < ae Sao Vs6e) 
6 


440 TODAY'S SECRETARY e May, 1952 











ae 


“he \ Be 





MILITARY TERMS IN “ LOd. 
ey 


Here’s how to write common Military expressions 


ove and beyond the hig} 
standards expected 


sbsent without leave 


~ 


fat) 


according to plan 


defensive action (_/, 


mmediate action 


wounded in actior 
all-out-war “7 
Ge. 
Y tion stowage 
) unitio & 
koa tion ( 
< 
titank mine Y 
rbitrat snd me t 


red car G 
rmored tank destroyer 

orm s 1 services “ 
Arr ards and bureaus 


Army of Occupation © 


Army policy @ 
ee 

Army Regulations © 
Army troops! p & 
Army Units (1-6) 

First Army, etc. 

tive army ™ 
American Army ( 
P ) 

eld army = 
Regular Army — 


United States Army 
on 
LOontinental Armies 


@rest in quarters 


Articles of War Oe, 
ftillery action Oi 
@tillery battery © 























! : 4 
artillery fire Q-) D brunt of the battle ae j ompany headquarters ? 
y 4 
antiaircraft artillery ey brigade area ( oO CP npany personnel 
@ =f 7 
ontiaircraft artillery OQ -* amphibian brigade g » Ce compony street » » 
units g : 
antitank artillery Se We artillery brigade . « F ance company rT 
9 iy an ( 
heavy artillery o< balloon br a1de e 4 ntitank npany a 
Le 9 
light artillery 7 ort enaineer a = “ eavy weapons company oO 
rigade Cc, 
1s amended by 9 rcendiary t ol } e€ gun company Z 
< ”* = 
a rf rs 
1s Jicated below Z tracer bullet 7 ad ordnance company < 
/ ‘ 
ssault battalion Z cargo carrier * > ‘ juartermaster company — 
f é ‘ 
/ 
Issault echelon 2 Jf gun wrioge replacement company a 
Z 
( A " 
assault fire Zag) howitzer motor corriage =? 7 ritie company 4 
. A 
. 
r / - ) d 
bayonet assault FG cartridge bag ~ service company 
/ 
ot } 
atomic bomt cartridge case 7 signal ¢ pany , 
= 
atomic weapons e ball cartridge aq c fidential document astiied 
A 
a 
Iinated offack c blank ortr 1¢ ( a nvenience of the 
vernment e ) 
jas attack 2 "lig signal cartridge ? > oT copy . 
nass attack = change of station , rrected Copy 
Cec } y 
J ( 
surprise attack Ce. Statement of rae » rps of haplains - 
4 y 
c 
¢ - 2 y, 
automatic carbine é cipher code Corps of Engineers > oH 
a of S 
automatic gun, combat boots Army Nurse Corps 2, -t 
: tx 
' =) 9 »¥ 
artillery battalion Cy combat lines Chemical Corps > c 
¢ a 
, ‘4 
| ght artitlery battalion ae WA combat operations _ounter Intelligence . — 
/ o 
- /¢ Corps n 
medium artillery battalion d a, Alaskan Command PC Dental Corps 
( 
P cr , d 
chemical mortar battalion > F L-ommand ee yeneral Staff Corps 
y ct 
\ A t » hel ic c 
engineer battalion 2 31 Army nds Medical Corps oad 
~~ « - 
y 2 2 2 
- c 
nedical battalion in 4 European Command y Medical Department 6 
7 z 
/ —— Officer Corps 
motor truck battalion _* For East Command -x<¢ Enlisted Reserve Corps _. ” 
z c. 
. ( < " 
tank battalion Y ; Overseas nmand i Officers Reserve Corps 25 
/ } c 
heavy tank battalion ~ - f Organized Reserve Corps ~ 
2 ‘.. 
antitank boftery a nmman ’ Quartermaster Corps = 
f ) } major command R +f 
firing battery fa, * | ed 4 Reserve Officers —S 
é T 
y. . Iraining Corps f e 
/ 
headquarters battery 7 ai unified commands 2 2 7 Signal Corps P cies a, 
‘ f 
service battery 4 ; communications system -— | Tank Corps tT 
4 j 
L | Jr —— communic at _ 
battle orea P unications zone — a Transportation Corps q 
al )} UZe 
~ b n , y Vv _ > 
battle credits / zr asic communication L. wt Veterinary Corps Pa 
r 
J 
battle front P bos zo channels of communications ™ 2 Women's Army Corps _2 Cc - p> 
€c 
battle wounds _ JAp— y signal communications +>—>»4__5 3 course of instruction ies 
¢ ; t, 
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- > 
court of inquiry . oe field of research é 
C > ’ 
' - ) W7 
‘ tin s field of storage Lu  F 
: 
t-martial field of supply 
e — 
s rt t ( t 1 of fransportat ] - ’ 
) 
wy ' rt 7 file of maps Wy 
4 
e e epartment ? statement < 
e defense P fire control material a 
é 
ne of defense ‘ S” }? ingle fire O- . 
» 
. c 
national defense fs low-angle fire 4 ? 
4 F i, 
: y 
Department of Army policy (A tiring angle Ka. . 
) 
s ty in e of duty - hiring battery q 
; \ ) 
partia sabi lity Cc, st aid 3 
7, 
my ent s ‘ C- first line a 
Me 
4 : , > 
te rary disc ty ( tlame thrower ” ee a 
' he j ) 4 
dis inary barracks food supply , a 
hs “y 
, c 4 , ic ) 
Juty roster P Field Forces o< ) 
~ ’ ) 
e of duty line Ground Forces - f 
< 
) 
special duty ( forced march P 
, < _ 
) 
/ - 
temporary duty ( for necessary actionand </ FH 
reply to writer of bas ceo: ee 
+ ‘ communication .* - 
e er oo a for remark and recommen- <“~ 
dation f = 
) . _ 
u 7 ent forwarded asa matter per- A 
( taining to your command o 
+ > nr sy < > } ) 
radar equipment _& ( forwarded herewith A 
Exempted Stations, Military rs front line : 2 
vi oe A 
Missions and Comm issions ~, 3 
n han 4 i ‘OS 
3h exy ive eS front of attack C- 
low explosive ee front rank Oe 
— " 
, 3 
fatigue uniform ‘ea war front 2 
m ce 
at r agi i - 
field ambulanc’e < : gas mask aa 
; ) 
field jacket PO a | general mobilization plan 7/77 
¢/ 
field ) ? c 
fe’ = . 
ield trousers _ general orders <f 
J @ 
| L, 
field of health vn lle general policies and pro- 
rams 
9g ¢ 
field of procurement oo («.~_ geographical exploration ‘ y) Z 


(To be continued) 





CLARO: TYPE -— 
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CLEANS TYPE C/eaqner 


Non-inflammable-— BEFORE 

fast—lasts longer 

because it evaporates 

slower—the sturdy dauber 
eliminates brushing and 
spattering. Daily baths 
with CLAR-O-TYPE pay 
off in crisp, clean impres- 
sions. Try it! 









AFTER 


60c 








at all stationers and typewriter dealers 








Officers of the Legal Secretaries Association pose prettily be- 


fore cutting the huge birthday cake in honor of the group’s 
fourth birthday. Left to right: Lucille Wall, president; 
Kathryn Weishaar, treasurer; Eleanor Swanson, vice-presi- 
dent; Marjorie Buck, corresponding secretary; and Lois 
Hanske, recording secretary. 


Happy 
Birthday! 


TS THE FOURTH BIRTHDAY of the Legal Secre- 

taries Association of Chicago—four vears of pro- 
moting the interests of women employed as legal sec- 
retaries. This organization is one of the liveliest groups 
in Chicago and is doing a great deal to raise the stand- 
ards for legal secretaries in that city. Its aim is to se- 
cure semiprofessional status for all law-office secre- 
taries and to assist its members in achieving this status. 

But the girls have plenty of fun, too. Their social 
activities run the gamut from bridge and golf. to 
drama and choral singing. And the big event of the 
vear is Bosses’ Night, when members invite their em- 
plovers to dinner at the Chicago Bar Association. 

The Legal Secretaries Association has also done 
much to help students who wish to further their busi- 
ness training. Two scholarships were given to high 
school graduates last year, and the Association plans 
to present at least one scholarship each year to some 
worthy graduate. 

The group, which was organized in 1948 by Miss 
Evangeline Sletwold, had its beginning at a reunion 
dinner of former students of Miss Sletwold’s evening 
class in legal stenography at Gregg College, Chicago. 
Since then the Association has grown steadily, until its 
membership now includes over 200 members, repre- 
senting many of the outstanding law firms in Chicago. 
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WHETHER YOU FILE... Alphabetically, Numerically, Geographically, 


Chronologically or by Subject Indexing, THERE IS A SMEAD SYSTEM 
ALREADY TAILORED TO FIT your NEED! 


SMEAD manufactures 5 EE =? 


over 3100 filing and re ed 
stationery products. > 
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No. 158-121 


SMEAD can supply your every 


tiling need. “IF YOU NEED IT 


Write our Dept. TS and state your 
WE CAN FURNISH IT”, 


problem — or see your dealer and 


specify SMEAD products. 


THE Smead MANUFACTURING CO., INC.- HASTINGS. MINNESOTA 

















a draduation 
silt suggestion... 


rege Shorthand 
DICTIONARY 
Simplified 


GREGG LESLIE ZOUBEK 


MASTERY \ 
ABULARY 


%; 
FOR 





AUTHORITATIVE 
OFFICIAL 


A special-purpose learning aid for extra 
skill attainment. Contains in print and 
shorthand over 30,000 words plus sepa- 
rate sections on proper names and 
abbreviations. 


three dictionaries in one 


Part 1—26,098 words and outlines ar- | 
ranged alphabetically. | 


Part 2—a listing of 2,604 commonly 
used proper names and geographical 
expressions arranged alphabetically. 


Part 3—all of the most commonly used | 
abbreviations. 


384 Pages 


e List, $2.48 


Wish them continued shorthand success 
with this convenient desk reference and 
guide to further study. Order from your 
nearest Gregg office. 


_ a 


McGraw-Hill Book Company, Inc 


RO WIT Bie vets sccsichativcanisinsiacstcn 330 W. 42d St. 
IE AE 5 oss sncevseseuneasnssnntnicoenien 111 N. Canal St. 
Ce 68 Post St. 
PI I ciscisasiaichinsrtahiiantacladicdleniee 2210 Pacific Ave. 
NIE Mon cccccistses Cescichtenisccnsayi 253 Spadina Rd. 


London W.C. 1 51 Russell Sq. 
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‘Not too Rough Going, Even on 
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To the employes of (The Morgan Tool and Dye Works, Inc: oe ae 
= —EE << 
This is to remind you again that additional life insurance is available 
. + » =a , 
(to you with the conven@ijmce of premium payments through pay roll ceduc- 
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A Rough Rough Draft 


F YOU'RE a person who won't take 

a dare, this month’s OAT tests are 
just your meat! Take the Junior Test 
the page; try get it 
arranged one page—that’s 
what is to be And the Senior 
OAT rough rough draft! 


across just to 


neatly on 
done! 


above is one 


Two points to remember in re typing 
a draft — always read the material 
through once, ignoring the revision 


marks, just to find out what the copy 
is all about; and always unsnarl hard 
parts of the draft individu: ally before. 
retvping the whole paper. 

ci hi ~—_ ‘st part of the Senior Test 


middle of the material. It would be a 
good idea to work out that table by it- 
self before tackling the whole draft; 
youll find it not too hard if vou fol- 
low the 
“trick” 


revision marks closely. The 
is to get LIFE cente ‘red ovet 
the first five columns and RETIRE- 
MENT just the last column 
Easiest way to make it clear that RE 
TIREMENT belongs only to columi 
six is to put 8 or 10 spaces between the 
fifth and sixth columns instead of the 
4 or 6 you'll put between the other 
columns. See illustration below. 
Youll never know how well you Ce in 


over 

















above is, of course, the table in the do these tests till you try ‘em! 
Weekly Deduction per $1,000 (48-Week Basis) 
LIFE RETIREENT 

Ordinary Premiums 20-Payment 20-Year Endowment 
Age Life to Age 65 Life Endowment Age 65 
25 $.37 $.41 $.62 $1.02 $ .47 
35 249 208 07D 1.03 67 
45 2 | 095 95 Ledl 1.11 
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Here’s the Junior OAT: 


OUR COUNTRY’S FLAG When 
displayed with another flag against 
a wall from crossed staffs, the flag 
of the United States should be on 
your left (over your heart) as you 
face it, with the staff over (in front 
of) the staff of the other flag. 

When a number of flags are 
grouped and displayed from staffs 
with our flag, Old Glory should be 
in the center or the highest point 
of the group. 

When displayed over the middle 
of a street, the flag should be sus- 
pended vertically, with the union 
(field of stars) to the north in an 
east and west street, or to the east 
ina north and south street. 

When the flag is flown from a 
staff projecting horizontally or at 
an angle from the window sill. 
balcony, or front of a building, the 
stars should go clear to the peak 
of the staff unless the flag is at half- 
mast. Even then, the flag should be 
hoisted to the peak for an instant 
and then lowered to the half-mast 
position; and, before lowering it for 
the day, the flag should be raised 
again to full staff and then lowered 
ill the way. (By half-mast is meant 
hauling the flag down to one-half 
the distance between top and bot- 
tom of the, staff.) 

Ashore, on Memorial Day, the 
flag is displayed at half-mast from 
sunrise until noon and at full-mast 
from noon until sunset. At U.S. 
Naval stations and on board Navy 
ships, it is flown at half-mast till 
after the salute is fired at midday 
ceremonies—or until 12:20. 

In the chancel of a church or on 
a platform, the flag should stand at 
the speaker's right as he faces the 
people (the left of the congrega- 
tion or audience). In the body of a 
church or hall, it should be dis- 
played from a staff placed in the 
position of honor—the people’s 
right as they face the rostrum. 

When displayed either horizon- 
tally or vertically against a wall— 
whether indoors or out—or hung 
from a window, the flag should be 
flat—the union (stars) uppermost 
and to the observer's left (over his 
heart as he faces the flag). 

Use bunting for decorating — 
never the flag — the blue stripe 
above, the white in the middle, and 
the red below. 


























University of Michigan 
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COLLEGE 
SECRETARIAL 


PROCEDURES 
ad WORKBOOK tor 


College Secretarial Procedures 


Irene PLACE 


College Secretarial Procedures and its accompanying work- 
book are unique in that they successfully replace lengthy discussion 
with short, direct solutions to problems of oflice procedure, efliciency, 
human relations, and the cultivation of a desirable business per- 
sonality. The program gives a complete college-level treatment of 


secretarial practices. 


Especially commended by teachers who have taught with the 
program in manuscript is the method in which the authors treat 
the subject of personality development. Emphasis is placed on the 
student’s future in business. To aid her in projecting her thinking 
beyond the school situation, she prepares a complete plan of action 


covering the first five years in business. 


More than any other college text in the field. it gives the practical 
“know-how” of adjusting to and of advancing in the modern steno- 


graphic and clerical jobs. 


The WORKBOOK and the text comprise a complete teaching 
unit. No additional instructional materials are needed. The work- 
hook’s lively “situation” problems point up and illustrate the text 
matter. And, to tie the program together even more closely, the direc- 


tions to be followed in the workbook are given right in the text. 


Write your nearest Gregg office today; or, ask your 
Gregg representative to tell you more about this 


important new program. 











GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 
330 W. 42nd St. Dallas 1 
111 N. Canal St. Toronto 4 

68 Post St. London W. C. 1 


New York 36 
Chicago 6 
San Francisco 4 


2210 Pacific Ave. 
253 Spadina Rd 
51 Russell Sq 
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The Best 
Handy- Size 


\ Dictionary 


A 
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& Mevuam-Websler 


AEG U.S PAT Os 


BEST BECAUSE: 


T is the latest in the famous Web- 
ster’s Collegiate series that, in 
successive new editions for more than 
fifty years, has been nationally ac- 
cepted as the most 
abridged dictionary. 
It is an entirely new work, com- 
pletely re-edited, substantially en- 
larged to meet today’s needs. It is the 
most up-to-date handy-size dictionary. 


It surpasses all other handy-size 
dictionaries in authority, convenience, 
and usefulness. It was prepared by 
the same pre-eminent Merriam- 
Webster editorial staff that created 
Webster’s New International Dic- 
tionary, Second Edition, Unabridged 

“The Supreme Authority”—and is 
characterized by the same outstand- 
ing scholarship and accuracy. 

Webster’s New Collegiate contains 
125,000 entries selected with careful 
discrimination. You can rely on its au- 
thoritative definitions, its exact pronun- 
ciation, its accurate etymologies. 2,300 
terms are illustrated. Supplementary 
sections include a Gazetteer with more 
than 10,000 entries; biographical en- 
tries in excess of 5,000; guide to pro- 
nunciation; rules for spelling, capitali- 
zation, etc. 1,230 pages, thumb-indexed. 


WEBSTER’S 
NEW COLLEGIATE 
DICTIONARY 


A choice of handsome bindings—with at- 


authoritative 








tractive gift containers—at your book, de 
partment, or stationery store. $5 and up. 


Also see th ther Merriam-W ebsters: 
ter Cs I ID nary $8.50 
\ ter’s Biographical Dictionary 7.50 
Webster's Dictionary of Synonyms 5.00 





G. & C. Merriam Company, Springfield 2, Mass. T.S, 
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How to Make 
INVISJ8Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


-FYBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 











The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 








IN THE NEWS 





Cc. P. S. Televised 


IN our Marcu told 
about the Certified Professional Secretaries 
Tests and listed the names and addresses 


ISSUI we you 


of the sixty-two applicants who passed. 
Now we want to shou you and tell you 
about three of these professional secre- 
taries who had the honor ct 
their C. P. S. Certificates on the 


receiv ng 


program 


“Woman's Club.” over WABD and the 
Du Mont Television Network. 

They are: Dorothy Schneider, execur 
tive secretary of the Tea Assoc iation; 


Eleanor Broderic k, secre tary to S. Fursten- 





nil 





May, 1952 














berg of Furstenberg & Co.; and Myrtle 
Crooks, legal secretary in the law firm of 
Lyeth and Vorhees. 

Miss Julann Caffrey, moderator of 
“Woman’s Club,” felt that the program 
was a natural showcase for this pioneer 
step in professionalizing secretaries, for 
it is her aim regularly to recognize the 
work women are accomplishing in com- 
munity life and in business. 

Shown in the picture are S. L. Hooper, 
executive of Remington Rand, who made 
the presentations; Miss Caftrey, Mrs 
Schneider, Miss Broderick, Miss Crooks. 
and (standing at right) Miss Agnes Peter. 
sen, president of the New York Chapter 


of the National Secretaries Association 
under whose auspices the nationwide tes! 
Were he ld. 





INDEFINITE WORDS 


(Continued from page 425) 





When you stop to think of it, it’s 
strange that these errors are so fre- 
quent, isnt it? The rules underly- 
ing the correct usage are so simple. 
It's all a matter of training yourself 


to sense that. 


when one of those 


words is encountered, you must de- 


cide—is the meaning singular. or 
plural? 
Now READ THE SHORTHAND NOTES 


at the top of page 425. They con- 
tain some of the constructions we 
have been studving. Some occur- 
rences are correct: Some incorrect. 
Place a check mark in the circle 
following each word that you con- 
sider correct and the proper form 
of either where 
vou consider that the word given 
is incorrect. Then check with the 
key below. We hope your record 
is 100 per cent. 

And best o° luck for next  vear, 
whether it’s a new school year for 


verb or pronoun 


. . Pe . t 
vou or the beginning of a new job 


Key to Transcription 
Talent Teaser on Page 425 


Dear Employee: 


Each and every me t 1 1S sked t rea 
this mem carefull 

\ visit ecet that 
ABC ( n Ss r w fits eSkK 

ked when he left at the end of the day. It 
one small office, neither of the two typewriters 
was covered. Many valuable machine has beet 
ruined by such treatment. 

Another thing—everybody seems to think that 
if he leaves his window open, someone else wil 
close it. Hereafter, everyone ts responsible f 
his own window. 

As for wastebaskets, several were f 1 wit 
more wastepaper on the floor around them tl 
in them A few were ent ly empty; 
were almost empty. 

Wi hould like ( tion 
il . key ( t | t ] 
keep the fee clean, but ny leftover 1 
attracts mice, which are a great pest. 

Yours for better housekeeping, 

The Boss 
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Successtul Secretaries PREFER, MICROMETRIC CARBON PAPER 


"Micrometric's numbered 

scale edge keeps letters 

centered perfectly with 
no time wasted." 


.says Mrs. ELAINE CONNER 
secretary to 
Mr. Harold Graves, Sr. 
President of 
The Brown-Graves Company 
Akron, Ohio 


Here's what Mrs. Conner has to say about Webster's ; 
Micrometric Carbon Papers: malty) 

"For years I looked for a satisfactory way to space my 
letters quickly, accurately and without guesswork. Now 
Micrometric's scale edge keeps them centered perfectly 
with no time wasted. 

"The scale edge also allows me to remove the carbon 
without getting smudges on my letters and fingers and does 
away with makeshift arrangements which are always un- 
satisfactory. 

"The copies of my letters are always exceptionally 
clear -— even when several copies are required. My 
problem of hard—-to-read, fuzzy carbon copies has been 
eliminated." 

There's a weight and finish for every make of machine 
and typing need. Try this quality carbon paper yourself. 
You'll like the way it saves typing time and produces 
neat-appearing work. Ask your stationer. 


F.$. WEBSTER COMPANY 


17 Amherst Street, Cambridge 42, Mass. 
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GLOSSARY 


PAGE 430 


declined 


al 


familiar — 2-2 ~ 
ocquainted ao 
anyway 
concerned 
courage 
tensely 

startled 
thankful 
developed 
thousands 
interject 
point a-~ 
except 
silent 
usual 7 

PAGE 431 
corry Ce 
photograph A 
confident "> 


infectious . 
; ~ 


opproved 


G 
front Cc - 


i ae 
titled JO 


thumping SC 5 


absorbed ‘a 


> 
~ ae, 
Cf 


oppressive 


prickles Ct hee 


& 
quiet -@ [ay 


unprepored — 


sputtered yw 


gaul  — 
7 
] 


ashamed 


Co 


monkey —— 


amazing ——-<¢ . 
glared —_ 
worry 

PAGE 433 
wailed 2 / 9 
advertisements 47 © 
longhand Cnet 
turquoise 2—27/ 
corner -—t_——.— 
hastily G7 
references 
competition 
capable —— a 
én” 
ituniaia “L, 


voice G 


opporent 


c 
spoil a / abandoned J Jt 
jitters é or 


disheartened “C 
- 
opportunity c 
P ff 
pitfalls af? 
’ WT 
qualifications —e_— 
PAGE 434 7 
character 7? 


neglected _~—~_w~ 
oe 
nA 
- - 
AG” 
accountant 7 


f 


applicant 
requests 


disappoint 


experience 


equipment 


448 


candidate 
secondary 2 
capac ity 
research 
résumés 
irritate 
concise 
depress 
outline 

PAGE 435 
morital eo—— 
hobbies lA 
educational 
prospective 
portions t&« 7 
irrelevant 
extends > 
held g 
positions 
pertinent 
expedite 
undue 
detach 
pattern : 

PAGE 436 
stationery ¥, 
prominent C 
psychiatrist 
tempted 
gaudy 
erasures 
smudges 
publicity 
package /> 
cinch 

PAGE 440 
frantic C2 

) 
verbal os 
debris“ op (_ 
indoctrination _ ~ 
cluttering rn 


> 


techniques giles 


hardest Q~* 


pending Cc 


procedure i 
am | 


é 
rediscovered _@ 
confusion 
unrelated _. 

2 
crisis ~-s 
personal a 

s L 


emery on. P F 


/ 


- 


heartily CQ” 
PAGE 448 

recruit weo~7 

fatigue / —— 

harpoon C, 

insulting ah 

R97 


extravagant #7 
A 


silence 


useless JU 


extinguisher 7 é 
UY 


growled 


birds (4 
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